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This change includes all niaterial ivritten in CAI' items 54-03(Ei: 55-03(E): 56-03(E) and civillan editorials C03048: 
C03072 through C03070 and C'04005. Insert the attached pages ailti remove the corresponding pages. This cover 
page replaces the Change 460 c o \ w  page. 

L3IIIEI: 01- REVISION 

These are the major changes made by Change 461 : 

('1065-A: C2 102: C41C)i: ( '1  0000-A: ('1 1000: Xppencils A:  :lppendis E: Appendls I.: Appendix 0. Retlects the - 

name change of' the Vlilltarg Trai'tic .Management C'o~~lnianii (CIT'hIC') to the Mllitar>. Surface I-)cplo!.mcnt anti 
I>istribution Command (SDD!'). eff'ectlve I .]Ah 01. 

C2002. FAQ 17; Appendix E. Deletes Mr. Thomas I 'berto from the list of contacts at GSA o n  the city pals 
program and adds Mr. Gene Lee. 

C2156-A7a. Clarifies that the official, not actual. distalice is used for PO(' tra\,el to and from the 'I'D\r' pomt and -- 
corrects the paragraph reference. 

C 2 2 5 l ;  C 3 0 2 ;  C3  104: C3 105: C3  150; CZ 15 1 : C47Zj. C71aritirs that excess baggage transportation costs ma). only 
be approved after PCS,"I'CS travel. Travelers should hc tinanc~all>, prepared to pay fol. the excess baggage costs 
then request reimbursement fol lowng trawl.  I he iten] also eliminates thc outdated requirement that the traveler 
incur the first S 15 charge ibr e w e s  baggage on domestic travel. Neither the FTK nor JI-I'R require ~ t .  

C2500: C'4661-BS: C3677-13: Al7pendix 1:. ('haiigcs the TI ) \ '  mileage rates fol- pri\,atel!. o\vned autoniobiles to 
S0.375, motorcycles to $0.285. and airplanes to 50.995 el't'ectl\e 1 January 2004. 

i i i  



C5715-A8: C15050-E3. Revises 
management services authorized 
non-foreign OCONUS area, not a 

the Temporary Change of Station (TCS) regulations to make clear that property 
in connection with a TCS may be a~~thorized only for a residence in C O W S  or 
residence at a foreign location. 

Chapter 6. Part J; C6450. States that emergency leave transportation is not authorized from the PDS - only a TDY 
location. 

Chapter 14. Corrects FTR reference on title page of JTR, Chapter 13. 

Appendix S. Authorizes FEML for Havana, Cuba to Miami, Florida for. U.S. Coast Guard miformed member on& 
until 18 December 2005. 
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JOINT TKAVEI, REGIYLATIONS 

Following is a list of sheets In force In Volume 2, Jomt Travel Regulations, which are effectwe after the sheets of 
thls Change have been inserted. T h ~ s  hst 1s to be used to verlfjl the accuracy of the Volume. See "How to Get the 
ITR" In the Introduction. Single sheets are not avallablc. 

Ch. Page Ch. Page h Page Ch. Page Ch. Page 
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C:h. Page Ch. Page C'h. Page h Page C'h. Page 

1:-5 
C-7 
F -9 
L-10-1 
1:-1 1 
E-13 
E- 15 
F- 1 
1.-3 
(1-1 
11-1 
1'4- 1 
1'9-3 
I Z-5 
I A-7 
I A -0 
1'4-1 I 
1/1-13 
11-15 
14-17 
I A - I 9  
1.4-2; 
1/4-23 
14-25 
r4-27 
I-B- l 
1-R-3 
1-B-5 
I-R-7 
.I- 1 
K- I 
I -1 
1,-3 
I -5 
1 -7 
I -0 
\I- l  
Y-1 
0- 1 
0 - 3  
()-5 
( )-7 
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DoD E m ~ l o v e e  Travel Administration C1065 

C1061 CONFERENCES/TKAINING A I' THE PDS 

Payment of registration fees, meals. lodging, travel. a n d o r  other expenses required for conferencesitraining at the 
PDS cannot be paid as travel allo\vances For authority to pa) related traming costs at the PDS see 10 U.S.C.. 
$2013: 5 U.S.C.. $4109; 42 I:.S.C., $2li(n: and 14 II.S.('.. $469. The costs nlust clearly be an integral part of  the 
training (39  Comp. Gen. 119 (1959); and 13-244373. January 13. l i N 2 ) .  M'lien tralnlng events require lodging and 
subsistence costs at the PDS. authority for min ing  expense payment 1s made through the tralning a n d o r  comptroller 
personnel using the above legal authority. 

C1062 HOTEL AND MOTEL FIRE SAFETY - APPROVED .AC'COhIMODATIONS 

Government policy is to save lives and protect property by promoting the use of fire-safe hotels and other 
establisl~ments that provide lodging. Each DOT) component must ensure that not less than 90% of thejr employees 
who use commercial lodgings while on officlal travel in the C.S.  or non-hreign OCONIJS areas are booked in fire- 
safe approved places of  public accommodation. I-odgings that meet Government requlrcments are listed on the U.S. 
Fire Adnlinistration's Internet site at htt~:i /w)vw, u s f k  fetrra..~ot/lrotrl / it~de~~. htrn . Agencies are in compliance with 
the 90% requirement after 30 September 2002 if travel arrangements arc made through use of  an agency-designated 
Travel .Management System (see Appendlx A )  \vlienevcr poss~ble ( 5 Ir.S.C'. 4 5 7 0 i a ) .  

C1065 OFFICIAL DISTANCE DETERMIIVATION 

.4. Privately Owned Conveyance (Except Aimlane). Thc Defense Table of Official Distances (DTOD):  

1,  IS  the only official source f o ~  norld\+ide TDY anti PDT d~stance inforniat~on. 

2. replaces all other sources used for computing distance (escept for airplanes see par. ('1065-B below), 

3. uses city to city distance (not zip code to zip code). 

Effective I January 2004 
*NOTE: All DoD i~zstallntiotts (C0:VCIS arid OCO!VI;S) r r w  supposed to be listed itt the DTOD. The DTOD 
P M 0  should he informed if an itrstallation cannot be locuterl. .A11 missing itistaNatiotis will he added to the 
DTOD system. All feedback sho~lld be directed tlrrortgli t h ~  DTOD website ar htt~)://dtodl..sddc.arnr~:mil. 

4 prov~des  d~stances whlch must be rounded to the nearest nxl t  for each leg of a journey. 

5 .  does not apply to travel dlstance determined by odometer teadings ( i . c ,  t la iel  In and around the PDS or 
TDY sltes: or between homeloffice ant1 transportatlon terminal). and 

Effective I January 2004 
"6. website IS found at l~ttp://rltodl.sd~lc..arm~.t~til 

B. Privately Owned Airplane 

1. When privately owned airplane use is autI~orized.!approved for transportatlon, the distance between origin 
and destination must be determined from aeronaut~cal charts ~ s s u e d  by the Federal Aviation Adnlinistration 
(FAA). 

2.  If' adverse weather, mechanical difficulty. nr u n ~ ~ s o a l  conditions cause necessary detours, the additional air 
d~stance must be  explained. 

3. If distance cannot be determined by aeronautical charts. the fllght tlme multiplied by the aircraft's cruising 
speed is used to determine distance. 
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DoD Employee Travel Administration C 1070 

C1070 APPROPRIATE ACTION FOR FAILURE TO FOLLOW JTR REGULATIONS 

Cornmands/units are expected to take appropriate disciplinary action when employees andlor authorizing'order- 
issuing officials fail to follow the regulations contained in this Volume. Disciplinary action should be for ~oil l ful  
violations and may be in the form of counseling (oralin~itten), or other appropriate personnel means. Action must 
not be through refusal to reimburse. See par. C2207-A4 for exceptions when reimbursement is aot allowed. 
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Transportation Modes, Accon~modations. 'l'ransportation 
~ e ~ u ~ s t s ,  Baggage and Mileage Kates C'2002 

10. Can't GSA make a carrier add nonstop service? 

No. Even though the City Pair Program 1s huge. with salcs \yell o \ w  $ 1  bi l l~on per year. ~t still represents only about 
2% of the airlines business. Lnless the comnierc~ai trat'fi; \ \ .axint i  11. a iarrler \\. i l l  not add a nen. route or improved 
service levels for the Cio\w-nnient. 

1 1 .  Can you require the airlines to offer snioke free international flights'? 

GSA is buying a commercial ser\.lce under the same t e r m  anti conci~tions a.s other twyers. ' I  hus. GSA does not have 
the authority to require the airlines to offel smoke free flights. l-ion~i.\~rr. the Departrncnt of Transportat~on is ~vork-  
ing closely with the airline industry to encourage them to offer srnoke free lights. There is an exception In the 
contract to the use of  the contract carrier nhen smoking is permitted on the contract t l ~ g h t  (see paragraph 5 ,  abo1.e. 
last exception listed). 

12. Can I use a contract fare for personal t r a ~ e l ?  \\hat i t  the personal travel i \  being taken in conjunction 
with official government travel'? 

No. LJse of contract fares 1s limited to official traxel only. If personal trax,el is being taken in conlunction u.ith 
official government travel, the contract tares cannot be used fi,r that portion of thc t r ~ p  that is personal. .VOTE: 
Gov't frrrrded travel to artd from RAT Iratv location.\ rr~rrl ~rllrerr orrlcvwl TDJ' whilc orr Irrrw is official travel ar~d 
therqfore contract fares mav be used to arrd jiom this lrrrtv locrrtiorr (scc ./TR, pars. ( ' - l J / ) i?  artd C4440,fi)r RAT). 

Example: 
Travel authorization states the official tra\.cl it~nerasy as: 
From: Atlanta, (;A 
To: San Francisco. ( 'A and 

Return to Atlanlli. (-if\ 

City-pair one-way contract fare from Atlanta, CiA. to San I.rancisco. C.4, is $25 1 with Un~tcd Xirlines. Round trip 
totals $502. 

For personal reasons, enlployee \\ants to go to ('liicago fils several iia).s resulting 111 the thllo~ving: 
From: Atlanta. GA 
To:  Chicago, I L  
Froni: Chicago. I L  
To:  San Francisco. ( 'A and 

Return to Atlanta. (;A 

Since the ~tinerary portion fi-om Atlanta to ~ ' h ~ c a g o  and ('lilcago IO San I:ranc~sco is for personal reasons. the t r a x ~ l e r  
is not authorized to use the city-pair c o n t l x t  fares f h ~ .  t l~csc trip portions. ('omnierclal fares are applicable to t h ~ s  
trip portion with the niaxlmnuni cost to the Govcrnmcnt ot 'S25 1 .  The city-pair contract t i re  1s appllcablc. only to the 
trip portion from San Francisco, ( 'A, to Atlanta. G;\. uitli I'nitcti .A~rl~ni.s at S251 

NOTE: The traveler is responsible,for art!+ additiorral c~osts wherr, f i r  persortal c o ~ r ~ ~ ~ ~ ~ r i e r r ~ ~ e .  (I circuitoi16 route is 
used or the traveler irtterrirpts a direct travel roirtrJ ( L I . ~ . ,  hj, trrliilrg urr ~rrraittlrorii:t~i ot,errrij$t ett roirte). Reirn- 
brtrsement in this case is limited to tlrc trr~n~sportatiorr w s t  bv a usunll~~ trawled direct route on art unirrtcrrrrpted 
basis (e.g., $502). 

13. Can I combine two contract fares to save mone! '! 

If there IS a contract fare fix the route, the a n s n w  IS 110, lf'there is n o  contract f'are ih1- the route. the answer is yes 

14. How do I know whethcr or not there is a contract Pare'! 

Contract fares are identifiable because they nor~nall\ ,  ~.iirry the fare ileslgnator 1'<'1\ I 'ou can ask your Tra\.el 
Management Center (TMC) or (('ontractid) ('oninwrcl;il 'l 'rawl Oflicc (('2'0) os check on the fnllo\\ing city pair 
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Transportation Modes, Accommodations, Transportation 
~ e ~ u ~ s t s ,  Baggage and Mileage Rates C2002 

15. Why does the Government have to pay the Airline Passenger Excise tax? Isn't it exempt from taxes? 

The Federal Government is often exempted from state and local taxes. Idowever, the airline passenger excise tax is a 
federal tax and the Federal Government is subject to i t .  

16. I live in a city with n~ultiple airports. What is the rule regarding what airport I must use when traveling 
011 official Government business? 

Travelers can use the airport which best s ~ ~ i t s  their needs in cities tvith multiple airports. unless otherwise prohibited 
by their agency. Cities with multiple airports include. Chlcago. Dallas,'Fort Worth. Detroit. Houston. Los Angeles, 
New York. San Francisco and Washington, DC. 

17. The topic refers to a new program for FY02. If fares are  booked "early" the Gov't receives a discount to 
the normal City Pairs Fare. But my question is: How early is early? Thank you! 

We are encouraging the Government travelers to book their reservations as early as possible. Once you have decided 
that a trip is necessary, the reservation should be made. The earlier the reservation the better the chances are that 
you will receive the additional savings (capacity control fares). 

For more itlformntion otz GSA 's Airlitze City Pair.v Progran~, see t lw GSA wehsit~~ nt /1tt~~://~lv~1~1i:f~~..1:.~~1.,~o~~~i~~pnir.~ 
or. contact one ofthe following PoCs belolv. Only those \\ ithout ~nternet access shculd call. 

Ms. Lmda L. Smith 
Contract Special~st 
(703) 305-7640 

*Mr. Gene Lee 
Contract Specialist 
(703) 308-161 8 

MT. Andrea Dingle 
Contrartmg Office1 
(703) 305-6190 
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Transportaticn Modes, Accommodations. Transportation 
Requests, Baggage and Mileage Rates C2102 

PART C: TRAVEL BY T.IXIC.L\B, BI'S, STREETCAR, SITBW'.L\Y, OR OTHER 
PI1Bl,I<' OR SPE('IA1, ('ON\ EYANC'E 

C2100 GENERAL 

This Part prescribes the allowable ~ imbursements  for corilmonly incurred expenses associated with the use of public or 
special conveyances incident to TDY or I T S  travel. This Part does not apply to reimbursements for transportation 
expenses incurred in and around duty station (see Part H ) .  Each claim for reimbursement of' expenses is identified on 
the voucher by date, quantity, sewice, cost m d  other necessary particulars of the expense, 

C2101 17SE OF TAXICABS 

A. To'from Transportation Tcrn1inaIs:. Rrlmbui-semcnt 1s authorlzeii fbr tax] fares plus tip hetlveen the points sho~vn  
in the itemization below: 

1. between places of residence. lodging. 01 place of duty at the I'DS or 7'D\r7 statlon and transportation t e r m -  
nals; 

2 betmeen transportatlon te lm~nals  11 free t~ansfel I \  not pro\ ided. or 

3 betneen transpoltatlon terminal and lodg~ng \\hen needed due to transportatlon delays en Ioute \ \ h ~ c h  ale 
beyond the employee's control 

B. Between Residence_aIl_d. PDS on I&-Travel Performed. Reimbursement is authorized for taxi fares plus 
transportation-related tips from the employee's ~ s i d e n c e  to the PDS on the day the employee departs on TDY requiring 
at least 1 night's lodging, and from the PDS to the residence on the da! of return from such TIIY.  

C2102 SPECIAL CONVEYANCES LISE: 

A .  General. H i r i n g  and using a special conveyance is iruthorizediapproted by the order-issuing official only when it 
is determined the use of other means of transportation is not advantageous to the Government. Personal preference or 
minor inconvenience shall not be h e  basls tbr authoriz~ng/appro\~ing the use of a special conveyance instead of a 
cheaper mode 01' transportation. 

B. &lect~nr! a Kental \-ehicle 

1 .  Defense Transportation Regulation ( D I K ) .  (DoD 4500.9-R) Part 1. Passenger Movement. Chapter 106. Pol- 
icy (~vebsi te  address: http://)~~~~~iv.tr~~~i~sco~~~.~~tiI/jS/~,t/dtr..Itt~t~l) 

a. I t  i.s  mandator.^- to ohtaitt rental vcllic.le,s tltro~iglt the ('TO, ivliett available. .VOTE: It is trot manda- 
tory to use a CTO whet1 r o h g  irit airplaiie or. bus. 

b.  When selecting commercial l~ rented tehiclcs, the lo\$.est cost rental service that meets the mission re- 
q~lirements must be selected. 

.Fjj(i.ctive 1 January 2004 
*c. Use of companies and rcntal car locations partkipatins in the SDDC agreement is encouraged because 
their government rate includes full liahilith, and whicle loss and damage insurance coI8erage for the traveler 
and the government. 

d. Travelers disregarding rental i a t  arrangemrnts made b> a TO or CTC) may be required to p r o v ~ d e  justi- 
fication tbr additional rental car  cost bcforc rein~bursi.nit.nt is allowed. 
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Transportation Modes, Accommodatio~~s, Transportation 
Requests, Baggage and Mileage Rates C2102 

e .  For policies. instructions. and guidance regarding motor pools and rental of  automobiles from cornrner- 
cia1 rental companies. see DTR, Chapter 106 and DoD component regulations. 

Effectise I Jatt i~arj~ 2004 
*2 .  Military Surface Deployn~ent and Dis t~~but ion  Command (SDDC') I'ollcy (website address: 
lrtt/)://~vn~w. sddc. artn 1: nliC) 

a .  SDDC vehicle rental agreements apply to all DoD components and activities and non-Defense Agencies. 

b .  Current domestic and foreign rental car ceiling ratcs and additional rental vehicle ~nf'ormation may be 
obtained from the Commander. SDDC, ATTN: SIIDC-XQ. Iloffnlan Building 11, Room 10N35, 200 
Sto\.all street. Alexandria. VA 22332-5000. or \.ia thc SD1.X n~cbsitc at lrttp://~~o,urv.sddc.art,r~:n~il. 

3. Ueinlbursement. When an available CTO is not ~ ~ s e d ,  reimbursement is limited to Ivhat it \vould have cost if 
a CTO had made the rental vehicle arrangements. 

C:. Reimbursement for Special Convevance lise. When a rental autonlobile or other special conveyance is author- 
izedlapproved, the rental and hiring charge and operating expenses incurred on official business (if not included in 
the rental or hiring charge) are reimbursable. LIThen the operating expenses are included in the rental or hiring 
charge. there should be a record of those expenses availablc to siibnlit with the receipt. These expenses include 
items such as: 

1 ,  hiring charge; 

2 ,  gasoline and oil; 

3. parking; 

4.  garage, hanger, or boathouse rental: 

5 .  subsistence of operator: 

6 .  ferry fares, bridge, road and tunnel tolls; 

7 .  traveler access fee (when charged); and 

Effective 1 Jarrunty 2004 
"8. any per-day administrative fee called for in the SDDC I-ental car agreements (including GARS). 

D. Insurance on a Rented .Automobile 

1. Cost of Extra Insurance. The cost for buying insurance (e.g..  Collision Damage Waiver (CDW) Adjustment, 
Theft Protection, etc.) is reimbursable when: 

a. the insurance is required by the rental agency to provide full coverage insurance when renting a n  auto- 
mobile outside the U.S.. or 

b .  a Secretarial Process authorizcs!approves reimbursement of nun-required insurance for certain classified 
special operations. See Service regulations. (B-204486. January 19, 1982). 

2 .  Dan1a:e to Rented Motor Vehicle. A traveler may be reimbursed for personal funds paid to rental car com- 
panies for damage sustained by a rented motor vehicle that is damaged in the performance of  official business if 
the clalm is adjudicated by the Serlice concerned as being payable. The Government may make direct pay- 
ments to the car rental conlpanies instead of to the traveler. if appropriate. In either case, the rcinlbursement is a 
miscellaneous transportation expense. Keitnfmr.s~nte~tt ,for personal ,firrrds paid fhr d~t t tage  sustained by a 
rmted ailtotnobile while heirzg used 0 1 1  otlrer. tlran official hirsirrcw is not ailthorizcd. 
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Transportation Modes, Accommodations. Transportation 
Requests, Baggage and 3Iileage Rates C2102 

3. Damage Claims. Requests from an employee, or from a rental company for reimbursement or payment 
should be documented and submitted 111 accordance ivith the DoD Financial .Management Regulation, Volume 9, 
Chapter 4 (fbirl~cl at website: http://~~~~v~vdric~.niil/coni~~trollrr./finr/). Statements, itemized bills, and an accident 
report are typical requirements (47 Comp. ( i c n  145 I 1 967)) .  

4. Cost of Personal Accident 1nsurani.e. The cost ol personal accident insurance is a personal expense and is not 
reimbursable. 

E. Use Limited to Official Pumoses. Use of a special con\.eyance is l~rnited to official purposes including transpor- 
tation to and from (65 Comp. Gen. 253 (1986)): 

1 .  duty sites. 

2 .  lodgings, 

3. dining facilities, 

4. drugstores, 

5. barber shops, 

6. places of worshlp. 

7. cleanlng establishments, and 

8. similar places required for the traveler's subsisten~e. health or comfort. 

F. To and tkom Camer T~~gninals .  The use of a special umveyance may be authorizedlapproved for travel to and from 
local carrier terminals, but reimbursement for the total expenses incurred in the use of the special conveyance for any 
one trip shall not exceed the usual one-wa!. taxi !'are, including tip, unless taxi service between the places concerned 
does not exist. The use of special conveyance to, from and between camer terminals, other than local terminals may be 
authorizedlapproved by the official directing the travel when it is determined neither public nor Government 
transportation between such points meets thc requirements of the ordered travel. 

G. Between Duty Stations. The official directing the travel may authorizelapprove travel by special conveyance to, 
from or between TDY stations, under circumstances not pcrmitting travel by the usual means of transportation, or when 
the use of a special conveyance is determined to k advantageous to the Government. Reimbursement is authorized for 
the total expense incurred in the use of such conveyance. 

H. k e c l a l  Conveyance Use for PDT. Commerciall~ lenred \ ehicles special conveyances: 

1. may be used for PDT when other transportation methods In par. C2001-A are not more advantageous to the 
Gove~nnlent, 

2. must be authorized In the PCS orders. 

3.  Inay not be authorized for traveler preference or inconvenience resulting from common camer scheduling, and 

4. are not authorized at the PDS to travel to,from aork ,  or for personal convenience. 
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Transportation Modes, Accommodations, Transportation 
Requests, Baggage and Mileage Rates C2103 

Requirements for choosing the appropriate conveyance, obtaining receipts, purchase of extra collision insurance, 
and general guidelines for PDT are the same as for TDY in this Part. 

NOTE: Employees are not aidtoriied rental cars at the PDS to travel t f l r o m  work, or for personal convenience. 

I. Use of Special Conveyance in and around Permanent or TDY Station. For reimbursement for use of a special 
conveyance within and around the permanent and TDY duty station see Part H. 

C2103 USE OF BUSES, STREETCARS, OR SUBWAYS 

A .  To and from Carrier Terminals. Reimbursement is authorized for bus, streetcar, or subway fares as follows: 

1. between places of residence, lodging, or place of duty at the PDS or TDY station, and temlinals, stations, 
airports, wharves, etc., of the mode of commercial or Government transportation used; 

2. between carrier terminals when needed due to a change of transportation and free transfer is not provided; or 

3. from carrier terminals to lodging and return when needed due to transportation delays en route which are 
beyond the employee's control. 

B. Between Residence and PDS on Day Travel Performed. Reimbursement is authorized for bus, streetcar, or subway 
fares from the employce's residence to the PDS on the dab the employee departs on TDY requiring at least one night's 
lodging and from the PDS to the employee's residence on thc day of return from such TDY. 

C2104 USE OF -4IRPORT LIMO'CISINE SERVICE 

Reimbursement is authorized for airport limousine service fares plus transportation-related tips as follows: 

1.  between places of residence, lodging, or place of duty at the PDS or TDY duty station, and local transportation 
terminals, (stations, airports, wharves, etc.) of the commercial or Government transportation mode used; 

2 .  between transportation terminals when changing transportation mode and free transfer is not provided; 

3 ,  between transportation terminals and lodging when transportation delays occur en route that are beyond the 
employee's control; or 

4. between an airport and airport limousine terminal 

C2105 USE OF COURTESY TRANSPORTATION PROVIDED BY HOTELS .4ND MOTELS 

Available courtesy transportation services f~rnished bj. a hotel. motel. or similar facility should be ~lsed to the 
maximum extent possible. 
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Transportation Modes, Accommodatioi~s, Transportation 
Requests. Baggage and hlileage Rates C2153 

CHAPTER 2 - TRANSPORTATION SIODES, ACCOMRIODATIONS, 
TRANSPORTATION REQUESTS, B.4GGAGE AND IClILEAGE RATES 

PART D: POC 'rRA\'E:L, 

1 POc use may be author~zetl appro\ ed for t ravele~s performing official bus~ne \s  

2 POC travel may tzot hc directed, but 1s permitted in tlie ( m e r n n i e n t ' s  InteIest or for the employee's 
con\ emence, as appropriate, when requested by the emploqee 

3 An employee (unless ha\el lng as a dependent t,lmil> nlcmber on I'D1 ) may not be required to tracel as a 
passenger in anothel employee's PO( '  (53  C'onip t ien 07 ( lo7!)) l i e  of an e~nployee 's  POC to transport 
other employees as 7 Dl '  transpoltat~oii 15 i t r~ct ly \ oluntai> 011 the p a t  ot the PO( omner operator and potential 
passengers (I'TR b30 1-1 0 307) 

4 POC use 1s encouraged when ~t is advantageous to the ( i o \ e ~ n n i e n t  

5 Necessary POC tracel 1s autho117ed In the t r a ~ e l  authorizat~on ~ ~ t h  the applopriate TDY mlleage rate for 
Tl>\r7 t ~ a v e l  ( ~ f  othel than the r'lte f o ~  automob~le '  111 pal ('2500) or I)( 5 ndeape  rate for PDT tra\el 

6.  POC travel not authorized in ad\ 'mce of travel may bc 'tpproved by travel authorization amendment after 
travel by the authorizingaorder-appro\ ing official. See Chapter 3 for travel autllonzation policy and procedures. 

7 PO(' use may be L~uthorized approied to beg111 OI elid at the cmploqee's residence (f iom w h ~ c h  tlie employee 
corninutes daily to tlie PDS) oi the p l ~ e  tical t h s  ~ < \ ~ d e n c e  n l i e ~ e  tlie POC 1s g ~ r a g e d  staled. ~f ad\antageous 
to the (;o\ ernment 

8. An employee may not be proliiblted from using 'I POC on offic~al travel (F'I'R Qi01-70.105).  If an employee 
elects to use a POC instead of the tranjportation nmle  authorixd:  

(a )  reimbursement must be liinitcd to the constructed cost of'the authorized transportat~on mode, a h c h  is 
the sum of  per diem and tl-ansportation expenses the cmployet. would reasonably liacre incurred when 
traveling by the authorueti transportat~on mode: and 

( b )  lea\e 15 charged lAU' pelsonncl ieguldtic~ns for dny dur) hours t h ~ t  are niissed as a result of  POC 
t l ~ \  el 

C2153 GOVERNMENT AD\'ANT.AGf. DEI'EKMINA I'ION 

1 .  POC' use 1s author~zetl \\hen a d \ m i t a p ) u s  to the Governnient 

2 .  A determination that PO(' use is advantageous to the (ioverimient is made ~ v h e n  common camer,  
Governnient contract rental autoniol~ile. o r  C;o\.rr:~n~ent-fi~r~iislieci transportation is not aiailable or IS not 
advantageous to the tiovernnlent. 

3. PO(' use author17ntion is made in ad\.ancc of'tral ti 

B. Considerations. Tlic follon.ing eleniencs must be c o ~ i i i ~ l e r e ~ l  xihen clcter~mning ~f POC use is more advantageous 
to the Go\.ernn:ent than other ava~lable transportation modcs: 
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1. Assignment requirements including transportation of baggage, tools, or equipment; 

2. Availability of other transportation and the effect on productive time; 

3. Duty locality in relation to traffic conditions. routing, and weather; 

4. TDY location in relation to the lodging and meal facilities location(s) and transportation availability, other 
than POC, between these points: 

5. Overall cost advantage when there are accompanying passengers under official travel orders in the same 
POC; and 

6. The salary cost represented by the additional travel time and the physicallmental strain on the employee 
when any substantial distances are involved with TDY travel. 

C2156 COST DETERMIXATION FOR POC USE BY PERSONAL PREFEREXCE 

A. General 

1 .  Limitations. See Chapter 3 for travel authorization policy and procedures. 

2. Mileage Rate. Mileage rates in par. C2500 or C2505 are used 

3. Per Diem. Constructed per diem is based on use of the authorized transportation mode. 

4. Other Costs. The following costs are allowable in determining constructed costs: 

a. Tolls, ferry fares, parking fees and other allowable costs in par. C4654; 

b. Usual transportation costs to and from common carrier terminals; 

c. Excess baggage costs that would have been allowed ~f the traveler used the authorized transportation 
mode. The traveler must certify the baggage we~ght or present other acceptable evidence of its weight. 

5. Boarding and Leaving Carrier. Carrier schedules that require departure fron~larrival at home or at the TDY 
lodging between midnight and 0600 are not used if there are more reasonable departurelarrival times that do not 
significantly increase the constructed per diem (see par. C1060-A2). 

6. Dependent Constructed Cost Comparison. The dependent constructed cost con~parison is included with the 
employee-constructed cost when RAT is involved. 

7 .  Reimbursement 

*a. Reimbursement is based on the official distance (see par. C1065) 

b. The total payment may not exceed the total constructed cost of the authorized transportation mode 
including constructed per diem for travel by that mode. 

c. The lesser of actual POC costs, or the constructed costs, is reimbursed (see par. C4661-B4). 

B. Constructed Cost Comparison by Airplane 

1.  Accommodations. Coach-class accommodations (see par. C2204) on a comn~ercial air carrier are used as the 
basis for constructed cost. 
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PART F: TRANSPORTATION REQUESTS 

C2250 GENERAL 

Passenger transportation services by common carrler may be procured through the use of  U.S. Government Trans- 
portation Request (GTR) (Standard Form 1169). GTRs are issued IA\V appropriate transportation regulations. 
GTRs are orders executed by an officially designated transportation officer or by travelers designated as acting 
transportation officer on common carriers for transportation expenses chargeable to the Government. 

C2251 WHEN GTR'S MAY S O T  BE L:SED 

GTRs may not be used in the followmg instances. 

1. Personal transportation services or pri\ileges that increase or exceed the cost of those authorized when the 
tl-awl is by  a circuitous route for personal convenience. The traveler may not use GTK to procure transportation 
accommodations fol- the circuitous tral.el. Hon.eier. a common carrier ticket procured by GTR for travel at 
Government expense may be reissucd for a common carrier ticket to travel by  a circuitous route for personal 
reasons. In these instances, any additional charges, includ~ng the applicable share of the Federal transportation 
tax, incurred as a result of the reissucd ticket for personal convcnlence is the personal financial responsibility of 
the traveler. Additionally, when accommoilations superior to those authorized are requested or used by the trav- 
eler for personal reasons. the additional cost. including the applicable share of the Federal transportation tax, is 
the personal financial responsibility of the traveler. 

2 .  Individually procured taxicab. ail-port limousine. ~ntra-city transit, rental automobiles, or other for-hire auto- 
mobile services. 

3. Payment of  toll road or toll b r ~ d g c  charges. 

*4. Passenger transportation services costing S 10 or less. excluding Federal transportation tax, unless justified 
by  special circumstances. 

C2253 WHEN GTR'S NOT AVAILABLE 

In an emergency, when GTRs are not available, the traveler may pay for the transportation and tile a claim for 
reimbursement, o r  may telegraph or  telephone an administrative official who directs travel to request a GTR be issued 
to cover the trip. The GTR is deposited 12). the administrative official with the agent of the carrier at the point of issue. 
Such agent is asked to telegraph the agent from whom rhe ticket is to be obtained that a GTR to cover the travel has 
been received. The latter agcnt shall then furnish the ticket to the traveler. 

C2254 ACTING TMNSPORTATIOK OFFICER 

When official determination is made it is desirable for the traveler to issue GTRs for TDY travel, the travel order shall 
designate the traveler as acting transportation ofticer. The number of employees so designated is held to a minimum, 
consistent with absolute necessity. For thc. additional requirements incident to such designation, see the regulations of 
the separate departments. 

C2255 LOST OR STOLEN GTR'S 

When a GTR in the possession of a traveler or other accountable person is lost or stolen, an immediate report is made to 
the proper official in the manner prescribed by the regulations of the separate departments. If the lost or stolen GTR 
shows the camer  service desired and point of origin, the named camer and other local initial camers shall be promptly 
notified. A GTR which is recovcred after i t  has been reported lost shall not be used but shall be sent to the 
transportation office. A traveler may be held liable for any expenditure by the Government caused through negligence 
on  the traveler' s pan  in safeguarding GTKs. 
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C2256 LOST/STOLEX/UNUSED TRANSPORTATION TICKETS 

Travelers must guard transportation tickets carefuI[y. However, if a transportation ticket issued to a traveler is lost 
or stolen, the traveler must make an immediate report to the proper official IAW the D o n  coniponent's regulations. 
The traveler is financially responsible to purchase a replacement ticket. See par. C1320 for reimbursement involving 
1ost;stolen tickets. Also, travelers must return unused transportation tickets to the CTO. 

NOTE: Travelers without srrfficierzt j h d s  to purclzasc riuplicate transportation may be firrnished the necessary 
transportation 011 a cost charge basis according to irzdividual DoD cornportent procedures (see DoD 4900.9-R 
(DTR, Part I)). The necessary transportation is ,frii.nislled as a personal loan for the traveler's hertefit. The 
traveler remains finnncial[v responsible to the Govcrnmerzt,fir thr cost qf the lost or stolen ticket, regardless of 
fault or aegligence. 
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PART G :  BAGGAGE ALLOWANCE 

C2300 FREE CHECKABLE BAGGAGE 

A Genela1 The rules govelninp free baggage allouances and cha~ges for excess baggdge are outlined In the 
carr~el 's  tal ~ f f  Weight Iirmtat~ons are free checkable baggage foi the d ~ f f e ~ e n t  transportation modes are as st~pulated 
in pal\ C2300-B. C2300-( . C2300-1)- and C2300-t 

B. RaiVBus Travel. Normally, for railbus travel totally within COYVS. 150 pounds of free checkable baggage is 
allowed on each full ticket and 75 pounds of free checkable baggage is allowed on each half-fare ticket. For travel in 
connection with transoceanic travel. 350 pounds of free checkable baggage is allowed on each full ticket and 175 
pounds of free checkable baggage is allowed on each half-fare ticket. 

C. Commercial Aircraft 

1.  rravel within CONUS. Free checkable baggage applies to employees performing official travel wthin C'OTuZTS. 
Generally, most domestic carriers authorize fi-ee baggage on the number of pieces concept as opposed to weight. 

Carriers who have adopted the number of pieces concept apply this concept to both permanent and TDY traffic. 
Under the "piece" concept, the air carrier will transport, free of charge. three pieces of luggage not to exceed certain 
overall dimensions; t\vo pieces may bc checked, plus one ma>, be carried aboard if i t  can be stowed under the 
passenger's seat. Under the piece baggage plan. carrier's tariffs prescribe different dimensional limitations and 
conditions with regard to pieces of checked baggage and unchecked canyon  baggage allowable as free baggage. 
Carrier's tariffs should be consulted in this connection. 

2. OCONUS Travel. Free baggage allov.ances for t r a ~ e l  to, from or be~veen  OC'ONUS points vary, but 
ortiinar~ly, the carriers allow: 

a. U.S. Flar Carriers (Including Conventional Prenliiini Class and Coach Class). Two pieces may be 
checked and one piece may be carried aboard the aircraft ~f it  can be s toutd  under the passenger's seat. 
Weight and dimensional limitations are prescribed in the carrier's tariffs. 

b. Foreign Flag Carriers. Sixty-six pounds are allowed when traveling in premium class accommodations; 44 
pounds when traveling in coach class. 

D. AMC Procured Airlift (Including Categor~es :I. B. and .M) 

1. checked Baggape 

d .  T u o  pleces of baggage, each ve~ghing no more than 70 pounds, may be checked. 

b kach plece must not exceed 62 linear ~nches ( L  + W - H )  

c. An overs~zed bag such as duffcl bag. sea bag or B--l bag may be subst~tuted for une checked piece 

d S~ngle  items exceeding 70 pounds andor  62 lineal i nche~  n ~ l l  be counted as t n o  pleces and. therefore, 
fulfill the allowance for a passenger 

c.. Items exceeding 100 pounds are not accepted 

2 .  (_'anv-on Baggage 

a .  Each passenger is permitted to hand carry one article for storage in the passenger cabin area. 

b. The weight of rh~s  item is not part oi'the passenger's checked baggage authorizat~on. 
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c. The carry-on bag must fit under the passenger's seat. in the overhead rack, or on the garment bag rack. 

d. Carry-on baggage may not exceed 45 linear inches 

NOTE: For more detailed irzfornlation on baggage reqrrirements and limitations, see AMC Instruction 24-201, 
Volume 15; or view this in fornr atiorz at the ,following website: 
I~ttp://prrblic.scort.afmil~hqamc/p~1bs/am~i/24series/24-1 Ol v l5 .pdf  

E. MSC or Commercial Ships. On MSC or commercial ships, 350 pounds is allowed for the employee and each 
dependent 12 years of age or over and 175 pounds is allowed for each dependent under 12 years of age. 

"C2302 EXCESS BAGGAGE 

Baggage in excess of the weight, size, or number of pieces carried free by transportation modes is classified as 
excess baggage. Excess baggage does not incltrde pets. Excess baggage charges are allowed only when author- 
izedlapproved (for TDY) or approved (for PCS.'TCS). NOTE: Travelers should befinancially prepared to pay for 
excess baggage cltarges. 

See par. C4720-A11 regarding excess baggage on PCSlTCS moves. See par C4720-B41 regarding excess baggage 
on TDY travel. 

(22303 PUBLIC PROPERTY 

Public property which cannot be transported as baggage \\111. uhen authorized. be sh~pped In accordance a ~ t h  the 
regulations of the separate departments. 

C2304 RELATIONSHIP TO HHG WEIGHT ALI,O%'ANCE 

A. Free Checkable Baggage. Allowances for fi-ec checkable baggage stipulated in par. C2300 are in addition to IIHG 
weight allowinces. 

B. Expedited Shipments. The weight of expedited shipments will be a p a t  of the maximum weight allowance for HHG 
when permanent duty travel is involved. 

C Excess B a n g a s  When excess baggage IS allowed In connectlon w~th  permanent duty travel, except In connectlon 
w ~ t h  renewal agreement havel, the excess ne~gh t  \\dl bc 4 p a t  of the mawmum \+e~ght allonable f o ~  HHG If the 
baggage moves as accompan~ed baggage. the duthorlaed excess amount n111 be treated as gloss welght If it IS shpped 
as unaccompan~ed baggage the author~zed excess amount n111 be constde~ed as net aelght Sec also JTR. par C4720- 
A l l .  

D. Unaccompanied Baggage. The \\eight ot' any unaccompanied baggage shlpped or transported by any mode, at 
Government expense, will be considered part of the HHG \I elght allon ance when pem~anent duty travel IS in\ olved. 
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PART I :  MILEAGE RATES 

*C2500 TDY & LOCAL TRAVEL 

Effective 1 Jani~ary 2004 the TI>Y mileage rates fi)r local and T D l 7  tra\ cl arc: 

- -- I 

Automobile 17 - 
1 SO. ? 

Motorcycle 50  285 -- - 
POC Use instead o f a  Goi't-fimlched ~ ~ e l i i ~ l i  \$lien use<t a I SO 2-0 + 

G o v ' t - f u r n l s h e d t h t o  h i  ' t  I 

Partial re~mbursement for POC use when employee IS 1 $0 105 
committed to use a Go\?-onned automob~le or uould not 
normally be author~zed to use a POC due to a\ alldbllity ot a 

I 

Gov't autonlob~le --- -- 1 
NOTE: Use of a privatelj- owted  aircraji other rltan an nirplrrrte (e.g., Irelicopter) is trot reinrbiirsed on a TDY 
mileage basis. See par. C2162-B. 

A. General The m~leage amount for the authot~/ed use of a POC d ~ i r ~ n g  offic~al IY S t ~ a \ e l  depends on the 

1.  the official distance for u.hich mileage may be paid under the circumstances ( a s  determined in accordance 
with the applicable provis~ons of this regulation); atrd 

2. the number of authorized travelers transported 

B. PCS Rates. PCS mileage rates per authorized PO(' (see par. C'2 1 SO-C) are: 

1 so 17 

i SO 19 
Four 01 More Authol  zed I ra\ e l m  I $0 2 0  

C2510 CONVERTING KILOlIETERS TO >III,ES 

One kilometer equals .62 mile. To convert kilolncters to miles, multiply the number of'kilometers times .62 to give 
the equivalent number of' miles. 'l'he equaclon fbr this i\.ould be liilor~tcters.Y.62 nriles/knt =:Mikes. 

EXAMPLE. To convert 84 kilometeis to mdes. niultlpl~ 84 tlmes 62 n h ~ c h  equals 52 rides The equation for this 
\vould be 84 km X 62 ni~les kni 52 rn~le., 
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8 authorizing excess baggage, if nectbisar>. and 

9. of other conditions, limitations. anti ~nstructiuns. '1s appropriate. 

NOTE: Blanket travel authori:atiorrs are not irsed irt L) TS. 

C3103 TDY TRAVEL OF CONSULTANTS ASL) EXPERTS 

An ITA is used for authorizing tra\,el and transportailon allowances for a consultant or expert intermittently 
employed (for 130 days or less in any continuous 365 day period) by the Government (under 5 U.S.C. $5703) and 
paid on a daily-when-actually-eniployed basis or serving without pay or at S1 a year (see par. C4975 and Appendix 
E. Parts 1 and 11). A consultant or expert tmployed for more than 130 days is a temporary employee. The rules and 
order f o m x  prescribed in this regulation for regular employees apply to temporary employees. NOTE: This use of 
ITAs does not apply to contractors. 

C3104 PCS TRAVEL 

A. General. Travel authorizations must state spec~fic  allo\i.ances and procedures the employee is authorized to 
follow (FTR $302-2.104). A travel authorizat~on for I'CS must contain the same basic information prescribed in 
par. C'3 15 1, plus a statement: 

I .  111 all cases: 

a .  naming the old and new PUSS and t1ie11 Iocal~ons 

b.  of the ~epor t ing  date at the nev PDS. and 

2 .  if applicable: 

a.  names and relationships of  el ig~ble depclldeiiri and children's b ~ r t h  dates n ho are authorized travel; 

b .  that dependents \\ill accompany eniplo>ee or travel separately, and if so when, and by  what 
transportation mode. if known and of dependents' travel origin or destination points (when different from 
the employee's);  

* c  that excess baggage nanspo~ta t lo~i  i m t i  m.14 be appioled only after PCS travel (see par C2302). A 
itatement should be added to a d ~ i s e  t1a~e le15  that the) should be financially prepared to pay for excess 
haggage chalges (see pal C4720 21 1 ) 

d of  the maxlmuni IIH(i n e ~ g h t  the emplo!ei. may t~an<port  including 

( 1 )  temporary storage autliol i t )  

( 2 )  NHG shipment o r i g ~ n  and or destmation points (\!.hen d~fferent from the employee's); 

( 3 )  the sh~pment  method 1 coninluted rate. or ( i o ~ e ~ n n ~ e n t - a r r a n g e d  (or  actual expense NTE the 
Government-anangrd cost)) and 

(4)  ( f o ~  b o \  e n i n l e r i t - a r r a r g   no\ e>)  lion the eniploqee m e n d s  to fulfill personal financial 
responr~bility for charges not allo\\eJ dt ( ro \e~nrnent  expense ( e  g . b o ~ n c  by. or collected from, the 
employee). 

e.  that mobile home transport;ition I i  In I I C U  ot' EIIlC; tr-ansportat~on. and of the authorized basis for 
reimbursement and the origm arid destinat~on points: 
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f'. [I-arisfcr iimm anotlier a g c n q  without a break in s c r \ x e  Sollo\ving return for separation after 
u t ~ s f i c t o r i l y  completing a n  o\~crsc;is tour- oi'c!ut),. 

('onclitlons and ~nstructions that o l ~ \ ~ o ~ i s l ~ ~  IIIY ;1ppI1cahlc 0 1 1 1 ~ ~  ' / ' I ) \ '  ti.a\,el. including security clearance. should 
be omitted. 

I .  that tlic travel type IS "I'CS tra\ el." and 

n. t h ~ t  a transportation agrecnieiit has hcen signed (sec par ('4OOl ): 

1-1. authorizing tlic cmplo! cc and or spo~isc one round t r ~ p  to seek a permanent residence, the transportat~on 
mode. type ofre~niburscnient and the masinium t~riie allonctl fbr the trip: 

c .  authorizing I'QSL: for the employcc and or dcpenticnts ~nclcicnt to tcnlporag quarters occupancy. type 
ol'l'QSE and the nunibcr ot'da>,s r ~ l i t l i ~ ~ i ~ e i i :  

11. authorizing Kelocatio~i S e n  ices and nliicli ones (c .g . .  Iioliit' u l c .  Iio~iie 11iarketl1lg assistance, lionie 
f ind~ng  assistance): 

E'fftctiw 19 .Jurre 2083 
C. I;irst Dutv Station tbr A g p o m t e ~ .  :\ tra\.el authorization to the first PDS for an appointee must contaln the same 
basic information prescribed in par. ('-7 104-:\. plus a statcment: 

1 .  that tlie travel type is "tra\.el to tii-\t duty statlon ( 5  11.S ('. $572.:)" 

2 .  oi'tlie datc tlie requl~.ecl transpomtlon agreenlent is signed: 

3. oi'the actual res~dencc. 
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5. if transportation of POV(s) within ( ' O N  S is author~zed as more adt antageous, and 

6. that the conditions in par. C2159-C1 fat usitig more than 2 POCs are authorized. or approved by travel 
authorization amendment after the fact 

D. OCONUS Permanent Duty 'Travel 

1. General. Travel authorizations for OCONI'S permanent duty travel must contain the same basic information 
prescribed in par. C3 104-A, plus a statement: 

a. that the travel type is "permanvnt duty tra\el." and the purpose (as appropriate) is reassignment between 
two PDSs, initial appointment to an OCONT-S PDS, round trip renewal agreement travel. separation, or 
advance return travel (see par C5000), 

b, of the actual residence, as appropriate: 

c, of the date the required transportation agreement is signed in connection with assignment at an 
OCONUS PDS; 

d. of the duration in days if dela) or leave en route is authorized (delay or leave en route may be restricted 
in connection with the initial OCONUS assignment or separation travel); 

e. of transportation modes (see par. C3151) (circuitous route travel for personal reasons may not be 
authorized, see pars. C2000 and C'2206); 

f. for POC travel, that travel by POC is advantageous to the Govei-nment, or of the reimbursement 
limitation in accordance with par. C2 159: 

g. prohibiting the use of commercial transportation modes when travel reservations are made by 
Government transportation facilities (see par. C2206); 

h. of the maximum HHG ~veight the employee may transport or store; and 

(1) any weight limitation imposed by the OCONVS command; 

(2) the weight allowance for consumables if authorized (par. C5 154-D and Appendix F); 

(3) the employee IS financially responsible for. and subject to collection of, any charges not allowed if 
the shipment is a Government-arranged move. and 

(4) if assignment is to an OCONCS PDS, 1Lhether concurrent, delayed, or partial shipment is 
authorized; 

i. that concurrent movement of dependents and'or HHG to an OCONUS PDS is prohibited by command 
authority. if appropriate: 

j. of an alternate travel origin or destination point allowable lvithin the provisions of this Volume, if 
applicable, including the location of actual residence or PDS, as appropriate and that the Government's 
travel and transportation cost is limited to the cost by authorized modes(s) and usual route between duty 
stations or actual residence and the OCONUS PDS, as appropriate: 

k. whether or not a POV shipment IS authorized; 

1. if ocean-going car ferries are authorized (see par. C2 166); 
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m. if applicable, authorizing TQSE for the employee and or dependents inc~dent to temporary quarters 
occupancy. type of 'I'QSE, and number of days authorized: 

n. if property management services are authori~ed; and 

o. if TQSA andor  FTASE are authorized 

2. Conditions Related to RAT. For OCONJS RAT. the travel authorization also must include a statement: 

a. authorizing round trip travel from the OCONUS PDS to the actual residence (or specified alternate 
location) and return to the OCONUS PDS; 

b ,  of the number of leave days granted: 

c. that "This employee has completed the min~mum period of service for this command and has signed a 
new transportation eligibility agreement on (date)": 

d. of the appropriate citations and inforniation for cost application purposes if return is to a different 
OCONUS PDS in the same Department that requires different accounting classification citations; 

e. of the reporting date for duty at the OCONUS PDS following authorized absence; 

f. of baggage weight limits; 

g,  authorizing up to 90 days HHG temporary storage if allowed in Chapter 8, Part D; 

h. of specific instructions about where, when. and how to submit passports and requests for revalidation, 
renewal, or visas; and 

i. of instructions about arranging for port notification for return travel purposes and when and where the 
traveler must be available for receiving port call. 

C3105 TCS TRAVEL 

A. Events Requiring a Travel Authorization. A separate travel authorization is required to: 

I .  assign the employee from the PDS to the TCS: 

2. return the employee from the TCS to the PDS; or ~f the TCS becomes the employee's new PDS: 

3. assign the TCS point as the new PDS; and 

4. authorize the employee to return to the former PDS (par. C5720-Bl). 

B. Travel Authorization Content. Each travel authori~ation must reference any prlor TCS travel authorizations to 
which it is related. Travel authorizations must state specific allowances and procedures the employee is authorized 
to follow (FTR $302-2.104). A TCS travel authorization must contam the same basic infomiation prescribed in par. 
C3 15 1, plus a statement: 

1. that the travel type is "Temporary Change of Station (TCS) travel" and the purpose (as applicable) is 
assignment to the TCS point, return from the I C S  point, changing the TCS to a new PDS, or return to the 
former PDS when the TCS becomes a PDS: 

2.  of the PDS(s) and TCS involved and locat~ons: 
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3. of the TCSIPDS reporting date. and if appl~cable: 

4. of eligible dependents' names and relationships u.ho are authorized travel (including children's birth dates): 

5. that dependents are accoinpanying the employee or are tra\-eliiig separately, and if' so when, and by what 
@ansportation mode, if known and of' dependents' travel originjs) a d l o r  destination point(s) ( ~ v h e n  different 
from the employee's): 

*6. that excess baggage transportation costs may be a p p r o ~ d  only after 1'CS travel (see par. C2302). A 
statement should be added to ad\,ise travelers that they should be tinanclally prepared to pay for excess baggage 
charges (see par. C4720-121 I ) . :  

7.  of  the maximum HHG w e ~ g h t  the employee may transport: 

a. of temporary storage authority: 

b. of  I-IHG origin or destination points (\s.hen different from the employee's); 

c .  of the transportation method (comniuted rate, or Go~ern111ent-arranged (or  actual expense NTE the 
Government-arranged cost)).  and 

d,  how the employee intends to fulfill financial responsibilit! for charges not allowed on a Government 
arranged move (e.g.. borne by, or collected from. the c r n p l o ! ~ ) :  

8. authorizing the employee and.'or spouse one round trip to seek a permanent residence, the transportation 
mode, reimbursement type (actual expense or fixed), and the maximum time allo\ved for the trip; 

9. ~f TQSE is author~zed for the employee and'or dependents inc~dent  to temporal y quarters occupancy. TQSE 
type (achial expense or fixed). and the number of da) s authoi ized. anti 

For 0CONI:S travel only: 

10 of ?he dura t~on  in days if delay oi leaxe en route IS autho~izcd (delay 01 l e a ~ e  eii route inay be ~estr ic ted in 
colulectlon w ~ t h  the ini t~al  O C O N  S a,s~gnment (11 separation t i ~ t  t.1) 

1 1.  of transportat~on modcs (see par ( 3 15 1 ). 

12 p~ohibl t lng commercial transpol tation use when Go\ e~nnien t  transportation facil~ties (see par C2206) 
make the travel resen  ations. 

13,  of  any HHG limitation imposed b! the OC'ONLS PDS and nhether concurrent. delayed. or partla1 shlpment 
is authorized; 

14 that concurrent movement of  dependents and or f-iHG to '111 O('0hI'S PDS 1s prohib~ted by command 
authority. if appropriate: 

15. whether or not I'OV shipment is a~~thor ized ;  and 

16 if property management services a1 e authorued 

Conditions and instructions that obviously are applicabltx only for TDJ' tra\.el. i:~cluding security clearance. should 
be omitted. 
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C3106 INVITATIONAL TRAVEL 

An invitational travel authorization must contain a statement of: 

1. the date that travel is requested or approved; 

2 ,  the type of travel, i.e., "invitational travel"; 

3. the traveler's name and position title and employer, if applicable; 

4,  the traveler's home address; 

5 ,  the traveler's business address (if applicable); 

6, the date travel begins; 

7 .  the number of assignment days; 

8. the assignment purpose; 

9. the place travel begins; 

10. the assignment place or itinerary: 

1 1. the place travel ends: 

12, transportation modes; 

13. allowances: 

14. conditions, instructions, and limitations; and 

15. the travel approvingidirecting official's name and accounting citation. 

There is a sample Invitational Travel Authorization format in Appendix E, Part 11. NOTE: Contractors are NOT 
employees for the purpose o f  the JTR. 

C3107 TRAVEL AT NO EXPENSE TO THE GOVERNMENT 

See par. C6250. 
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PART D: TRAVl:I, .ALTHORIZ.ATIOIV PREPARATION 

C3150 TDY TRAVEL 

A Genelal The REQUEST AUD A l  TF[ORI7ATIO\ TOR I D I '  I ILIVFL 01 DOD PERSO\YEI ( D D  Form 
1610) 15 for all officlal TDY t l a ~ c l .  F E U 1  R&R t ~ a ~ e l  and dependent e \acua t~ons  and for group or blanker TDY 
travel n l t h  a cont~nuatlon sheet(s) for addlt~onal names , ~ ~ ~ t h o r l z a t ~ o n s  (authentlcatlons ), and necessal) ~nformatlon 
Extracts o f  tlavel a u t h o l ~ ~ a t l o n s  from u l i ~ c h  data ha5 bcen deleted ma\ he gl \en to unofficial actl\ltles such as 
commercial lodgings and \ elucle rental agt ncles D D  FOI nl 16 10 1s a\ allable tor prlntlng and'or do\\nloadmg from 
the Internet through the LiJashlngton H.xdquarter~ i c r ~  lcc DoD I'olrns Program at the follonlng tiebslte 
http://n~~vw.dior:rvh~.miW The Army Nat~ondl Gudrd ( IRACJ) ma) use Format 300 to authorize TDY travel for 
ARYG Excepted 'I echnlc~ans (CII lhan txylo!cer) I\ h n  eleitronic preparation 1s ~ c q u ~ r e d  and DD F o ~ m  1610 
cannot be electronically plepaled dnd transrmttcd ol la  not a \  a~ lab le  

NOTE: DD Form 1610 must rtot he used jhr irtvitationnl travel or coritractors' t rawl .  

B. D D  Form 1610 Preparation. D D  Form 1610 ordinarily is self-explanatory. Special explanatory material for 
completing certain items on DD Form 1610 fol1o~i.s: 

NOTE: See par. C310l  for specijic irzforrriatiorr required 0 1 1  all travrl authorizations. 

Iten: 4, Position Title and Grade Rating-- This infbrmatlon is not required if the tra\.el-appro\ri~~g'directing official 
determines that inclusion of this information may entianger the employee. 

Item 6, Organizational Element--Enter d ~ v ~ s ~ o n .  branch. or L I ~ I ~  to n h c h  tra\.elet 1s ass~gned  

Item 8. Type of  Authorization--Indicate as appropriate. e.g,.  TDY. contirmator~~.  amendn~ent. extension. blanket. 
group. 

Item 9. T D Y  Purpose--Insert one of the applicable stanc1:~rd~zed purpose catzgorles llsted In Appendix H 

Item 10. 

(a) Approximate No of TDY Days (Include I ~ a \ e l  I 1n1e)--Self-cuplanatol~ The assignment. ~ncludlng trakel 
tlme. may be  exceeded b)  100 percent 01 sc\ en da)i\ n hlche\ el 1s Iecs. nlthout lequmng a tra\ el authorlzatlon 
amendment 

(b )  Proceed Date (yyyytmm dd)--indicate the date rhat the official (lacel 1s expected to begln. Official travel 
may begln as many as seven days befole 01 sex en da \ s  aftcr thc lnd~cated proceed date 

Item 11. Itinerary--1ndlcate all of  the locat~ons horn to \\hlch tlalel 1s authonzed and the "leturn to" locatlon If the 
traveler may need to alter the prescllbed ltlnerarl to accomplish the tnlsslon ass~gnment. mdlcate b>  nialklng an "X" 
In the block precedmg "Varlatlon 4uthorlzed" 

Item 12. Tlansportatlon .Mode--Indicate In the appl~cable blockis) the c o m m e ~ c ~ a l .  go\ernment. and or local 
transportabon mode(s) author~zed If the transpoltarlon officer determmes the mode. ~ndicate  accordmgly In the 
block provlded If POC traxel IS authonzed. lndlcatc thc approprlatc I Dl' m~leage  late In the space plo\ d e d  Also 
lndlcate ~f the POC travel IS ad~antageous  to the Go\ elnment 01 ~f relnibulsement 15 linuted 

Item 13. Per Diem--LiThen per dlem undei the I odglngs-plus method In pal C4553 1s authonzed, check block 13a, 
"Per Dlem Authorized In Accordance wlth JTK" and niake no further entrles IYhen a different per dlem rate IS 

prescribed, check block 13'0. "Other Rate of Per Dlsnl i 5pec1h)"  and enter the appropllate rate ~ntormatlon For 
example 
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(a) reduced per diem rates - check block I.?b "Other Rate of Per Diem (Spwififi') $60 Total (Lodging $40; 
M&IE $20)" and indicate the authority (e.g.. memo. letter, etc.) from the designated office (based on pars. 
C4550-C & C4550-D). 

(b) conference lodging allowance rates - check block 13b "Other Rate of Per 1)iem (Spcw!f),) $150 Total 
(Conference Lodging Allowance $100; M&IE $50)" and Indicate authority (e.g., conference ~vebsite, flyer, etc.) 
from the official sponsoring agency (based on par. C4950-Sl) .  

NOTE: For FEML & R&R, boxes 13a and 13b slzould hc lqfi hlatrk sitzce/)er riiern is not autlzorizerl. 

If additional space is needed, use the "Remarks" section of block 16. 

Item 15, Advance Authorized--Requester leaves blank. 'This item is for money advances from the Government to 
the traveler (computed by the appropriate finance~disbursin acti\.itles) and NOT for authorizing ATIZ.1 advances 
against the Government-sponsored contractor-issued tra\-el charge card that should be addressed in item 16, 
Remarks. The amount of advance h'avel funds in item I5 IS computed in accordance 1~1th Service finance policy. 

*Item 16--May be used for special authorizations or any other pertinent information. Statements may be included to 
clarify any special authorizations or special instructions. The,follorvitz~~ statetuerrt rtzust he irz the Rerrrarks section 
of each travel autlzorization involving conzmercial tra~zsportatiorr tickets: "If the trip itinerary is canceled or 
changed after tickets or transportation requests are issued to the traveler, the traveler is liable for their \ d u e  until all 
ticket coupons have been used for official travel and or all unused tickets or coupons are properly accounted for on 
the travel reimbursement voucher." If it is not practicable to include this statement in the Reniarks section, the 
statement must be incorporated elsewhere in the travel authorization or attached to the tra\.el authorization or to the 
ticket or transportation request issued to the traveler. Other esamples: 

(a)  If excess baggage is authorized. include the statement " pieces or pounds of excess baggage 
authorized" and whether the excess baggage service must be paid by the traveler, subject to reimbursement, or 
otherwise is authorized (see par. ('2302). A statement sl-iould be added to advise travelers that they should be 
financially prepared to pay for excess baggage charges (see par. C4720-B4i). 

(b) If delay en route for personal reasons is au tho r~~ed .  include an appropriate statement indicating the number 
of annual leave days authorized. 

(c) When a travel authorization authorizes premium-class air accommodations, include the statement: "The use 
of premium-class transportation due to (list condition in par. '22205-.45c or 
C2205-A5d) is authorized (by inserting the official's approprlatc title in cite reference and date - for first class 
accommodations)." See Chapter 2. Part E. 

(d) Include instructions if the TDY assignment imrol\.es special clothing, or other conditions apply 

(e) Include an appropriate statement giving thc names of persons involved and their status (e.g., military, 
civilian employee, contractor) if the traveler accompanies or is acconipanied by other persons in an official 
travel status in a POC. 

(0 See DoDFMR, Vol. 9 (Itttp://~~~rr~ntdtic.nriW~~onrptroller/fi~rr/) \\hen a Government-sponsored contractor- 
Issued travel charge card is not accepted or cannot be used. 

(g) Include a statement indicating \i.hether (and if so, the nun1ber:dates) or not meals andior lodgings are 
included in the registration fee (see par. C4055-El) i fa  registration fee is authorized (see par. C4720-R4j). 

(h) Include any administrative restriction precluding or limit~ng other allowable POC costs (see par. C4654) 

(i) Cite JTR, par. C6150 or C6l5l  wl~en tra\.eling as escort for a Service member's dependents. 

(j) Include the amount authorized for ATM aad\.ance agatnst the Government-sponsored contractor-issued travel 
charge card. 
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( k )  Include a statement indicating the reason for nonuse of  a particular transportation mode that may otherwise 
appear to be the most advantageous to the Go\ernment when the authorizingiorder-issuing official has 
determined that an employee should not tra\cl \.ia a particular transportation mode (ex. travel by air (ocean 
ferry or Chunnel) is precluded for medical reasons). This is done to justify travel reimbursement based on the 
t~ansportation mode authorized on the travel authormtmn.  and actually used. instead of the constructed cost of 
the otherwise apparently most advantageous mode t o  the Government. Sec par. ('2001-A1. (Ex:  Air travel is 
apparently the most advantageous transportation mode but air travel IS medically precluded. The author~zation 
should contain a statement similar to "Air t ranspor~~~t ion  1s medically precluded and must not be used for this 
traveler. Rail transportation autliorizetl.") 

(I) Travel at No Expense to the Gmernment  --  This travel authorization is Issued in the DoD's  interest but 
voluntary (permissive) In nature. If  rrseri, it must rcwrlt in no cost to the U.S. Government. The employee is 
financially responsible for all travel and transportat~on expenses. !Yo accourrtitig infurmation sltould he placed 
on the travel a;rtkorization. There i\ no penalty i f  the traveler chooses not to use this travel authorization; 
however. the authorizing:order-issuing official shoulil be notified without delay that this travel author~zation has 
not been used. 

(m)  If a conference lodplng ,~l lonance (a  pre-dete~mlned allonance up to 125% of  appl~cable locallty lodgmg 
per d ~ e m  rate (see pars C4950-M & ('4950-A)) I <  authorized. ~nclude the statement "Conference lodging 
allowance N T E  125% (or other lesser artiorrttt) of the applicable per diem lodging rate for (location) is 
autkorized by (insert the authority ntaking the cietcrntination). lnselt the achial pre-determ~ned allonance 111 

heu of  125% ] f a  lesser amount I S  authot~zed 

(n)  Include the dollar amount call for author~zed calls home (see par. C'4705). 

(o)  Costs for Expenses not Fully C o ~ e r e d  by Non-Federal Source - State on the travel authorization that the 
traveler is being reimbursed for the difference betuccn the full Government alloa.ances and the payment from 
the non-Federal source if it is deternilled in advance of  travel that payment from a non-Federal source (see the 
Joint Ethics Regulation (SER). DoD 5500 7-K,  at /ittp://+~~+~~~~.~i(lf~~tl~~~ittk.tni~/c/o(f~c/(/ef~tt.se-f~t/zi~~.s/et/tic.~- 
~~~,yulat ion/ inde~~.I t t~t t / )  covers some but not all of the allo'ivable tra\.el and subsistence expenses. See Chapter 
4 ,  Part L to determine the applicable maximum aIlo\\ ance.;. 

( p )  Include the follon Ing statement on au tho~~za t lons  for tra\ el to fo re~gn  locations and back to the l J  S 

NOTICE: Travelers transporting exotlc pets are required by lan. to have a U.S.  Fish and Wildlife Service 
(F\VS) certification before transporting the pets to foreign locations or back to the C.S.  For information, 
contact the FWS at: 1-800-358-2104. ?'ra\,elcrs returning to the I!.S. w ~ t h  exotic pets should call (703)  358- 
2101 before transporting the petis). Eor a FW:S fact sheet. go to: l r t t ~ : / / i t t t e r n a t i o ~ t a l . f i v s . . ~ o ~ ~ / ~ d f ~ d f  For 
an application for travel with pet bi~cls and other CITES-Listed species go to: I t~~: / / forms.f ,~~s. .r .o~~/3-200-  
46.nrif: 

Item 17. Travel-Requestmg Officlal ( T ~ t l e  and S~gna tu ic )  0 t h  than the off ic~al  slgnlng In block 20 The travel- 
l eques t~ng  off ic~al  must be other than elthe1 of  the offic~ols s i g n ~ n g  in blocks 18 dnd 20 xxhen t r a ~ e l e ~ s  are permtted 
to be t r a ~ e l  requestlnp officials fol the11 o u  n t l d ~  el au tho~ vatlons 

Item 18, Tra~el-Approvn~g~D~rect~ng Offic~al  (l'ltle and h~gnature)  other than the officlal slgnlng In block 17 

Item 19, Accounting Citation--Show the fiscal data in accordance n.ith Service regulations and include the travel 
computation unit (1ocat1on:'address) to which t rawl  \ .owhers must be forivarded (faxedmailed) .  The fund- 
approving of'ticlal (see Append~x A )  ce r t i fk in  to funds a~ ,a~ lab i l i ty  stgns in the lower right corner of t h ~ s  block. 
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Item 20, AuthorizingIOrder-Issuing Official (Title and Signature). Other than the official signing in block 17, show 
the travel authorization-issuing organization and address in addition to the title and signahlre of the 
authorizing!order-issuing official. 

Item 22. Travel Authorization Number--Show the identifying number and/or symbol assigned by the issuing office. 

NOTE: The actual signaturer of the travel-requesting official (item 17), the travel-approving/directing official 
(item 18) and firnd-approving official (item 19) are trot r~quired when the signatrtres are captured on atlother 
of f i ia l  document. That document must be kept on j i k  bj, the nuthorizing/order-i~riri~ig official (item 20) for 
audit purposes. While actual signatures are not required in items 17, 18 and 19, the responsible official's name 
and title must be legibly indicated in the appropriate block. The signature of the autkorizirtg/order-i~suirtg 
official (item 20) may be transmitted electrowically by fnx after signature. An electronic signature that meets the 
~ecurity and requirements established by the Nrrtional Institute of  standard^ and Technology (NIST) for 
electronic data interchange may be used. (This signature can include a digital signature dircrrsred by the 
Comptroller General in B-261647, 26 Jirne 1995, wlrich miot be ( I )  rrrziqrre to the ~igner,  (2) under the ~igner's 
sole control, (3) capable of being verified, and (4) linked to the data in suclz a manner that if the data is changed, 
the sigttature is invalidated) 

C. Distribution. See par. C3057 

C3151 PERMANENT DUTY TRAVEL 

A. General. The REQUESTiAUTHORIZATION FOR DOD CIVILIAN PERMANENT DUTY OR 
TEMPORARY CHANGE OF STATION (TCS) TRAVEL (DD FORM 1614) is used as a request and authorization 
for all official PCS/TCS travel by employees and their families. (See par. C3105-B.) DD Form 1614 is available 
for printing andlor downloading from the Internet through the Washington Headquarters Service DoD Forms 
Program at the following website: Iz~~://~vebl.~vlz.s.osd.ntil~icdl~o~ne/forms.htm. 

NOTE I:  DD Form 1614 must not be used for corztractor's travel. 

NOTE 2: An employee's per diem generalljy stops on the date the emplo.vee receives notice of a PCS to a location 
at ~vhich the employee is on TDY. DUD components must cart$rlly review the circumstances of the employee's 
TDY assignment btlfbre issuirtg notification of the PCS to avoid imposing per diem costs on the employee that 
should be borne b-v the Government (see par. C4113). An employee should be perntitted to complete a TDY 
assignment, return to the PDS from the TDY assignment to arrange for residerwe sale, dependent(s) and/or HHG 
transportation, and then perform PCS travel to the new PDS to report for duty on the effective date of the PCS. 

*B. Preparation of DD Form 1614. DD Form 1614 is ordinarily self-explanatory. Special explanatory material for 
completing certain items on DD Form 16 14 follows: 

NOTE: See par. C3lOl ,for specific information required on all travel authorizations. 

Item 6, Retirement Code--Insert the employee's applicable retirement code from Block 30 of employee's most 
current SF-50. If unsure of the correct retirement code, the employee should contact the servicing personnel office. 
See OPM website ht t~: / /+v tv~v .opnz . .~o~~/re t i rd  for more information on retirement. 

Item 7, Releasing Official Station and Location, or Actual Residence--Enter the name and location of the releasing 
PDS, if a transfer, or the address shown on the transportation agreement as the actual residence, if first duty station 
travel. 

Item 10. Travel Purpose--Other. When this block is checked, please explain in Item 28, Remarks or Other 
Authorizations. 
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Item 13a, Round Trip Travel for Hoiisehunt~ng--Indicate if round trlp travel to seek a permanent residence is, or is 
not, authorized. If authorized, insert In Iten1 13b the number of calendar days for which travel is authorized. 

Item 16, Other Authollzed Expenses--The t~avel  ad\ance 1s for ad~ances  from the Go~ernrnent  to the tlaveler 
(computed by the appropriate finance disbursing a c t ~ \ ~ t ~ e s )  and YOT f o ~  authoriring 4TM advances agalnst the 
Go\ernment-sponsored cont~actor-~ssued t ~ a ~ e l  cha~ge  card n h c h  should be addressed in Item 20. Remarks or 
Othei Author~zatlons The amount of any PCS allo\vances adlance In Item 16 must be ~ o n ~ p u t e d  in accordance with 
Sei\ Ice finance pollcy 

Item 22, Accounting Citation--Show fiscal data In accordance with regulations of the DoD component concerned. 
Please ensure that f inds  are obligated agairrst the PC.VTC.9 travel nutkorizatiorr. For Transportation Account 
Codes (TACs) for DoD personnel see DoD 4500.0-R. Volume 2. TAC: codes: Army AZPC, Air Force F750'FCHP. 
and Na\ry and Marine Corps see ~vebsite lrttp://192.67251.4l/tci~i1rq/tac-me,ru.Iztnrl. 

Effective I August 2000 
Item 23. (Travel-)Approving(iDirecting) Official---See Appendix A. Show the name of the individual who directs 
and approvesidisapproves travel requests. anti ~vuchers  p ~ ~ o r  to claini settlement In addition to that individual's title 
and signature. 

Item 24. Authorizingiorder-~ssuing Official--See Appendix A.  Sho~ i ,  the authorization-issuing organization and 
address in addition to the title and signature of authorizing order-issuing official. 

Item 27. C'la~mant - Foiuard Completed C l a ~ m  to the k o l l o ~  Ing Addless--In thls block the losmg gaining actwity 
should provide the address to \\here the employee should iubmt  the11 claim for final disbursement 

Item 28, Remarks or Other Author~zat~ons--1n addltion to the tbpe of notarlon suggested ~ i i t h ln  the box. this Item 
may be ~ l sed  to show any othel pertment ~nformatlon Statements may be Included to clar~fy any specla1 lnstructlons 
such as 

(a) When round trip travel is authorized for seeking a permanent residence. include the authorized 
transportation mode under this item. 

(b)  tf TDY 1s authorized en route, state the purpose. duratlon of duty ass~gnment. locat~on. and any pertinent 
condlt~ons. 

( c )  When the authorizing/ordcr-issu~ng official has determined that an employee and or dependents should not 
travel via a particular transportation mode (ex.. tra\.cl by air (ocean ferry or C'huruiel) is precluded for medical 
reasons). include a statement indicating the reason for nonuse of a particular transportation mode that may 
otherwise appear to be the most advantageous to the Government to justify travel reimbursement based on the 
transportation mode authorized on the travel authorization and actually used instead of the constructed cost of 
the otherwise apparently most advantageous mode to the Cioven~ment. See par. C2001-A1. (Ex: Air travel is 
apparently the most advantageous transportatlon mode but air travel is medically precluded. The travel 
authorization should contain a statement s~nular  to ".Air transportation 1s medically precluded and must not be 
used for this traveler. Rail transportation authorized.") 

(d) List the amount author~zed for A7 M advanci. against the (io\ernment-sponsored contractor-~ssued travel 
charge card. 

(e) Include the ~ssuing CPO's name. address. and Po(' nlth phone number and DSN ( ~ n c l u d ~ n g  area code for 
each). 

Effective 26 September 2002 
(f) When the cost of paper tickets (when electron~c tlckets are available) is authorized 
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(g) When travel is by POC (specifically by privately owned boat) and not advantageous to the Government, a 
statement must be placed on the travel authorization that Government-procured air transoceanic travel is 
authorized and travel time and reimbursement for tnvel at personal expense (including per diem) does not 
exceed what would have been authorized for the available Government-procured air transportation (plus 
appropriate per diem). See par. C2 165. 

*(h) A statement should be added to advise travelers that they should be financially prepared to pay for excess 
baggage charges (see par. C4720-All). 

(i) Include the following statement on authorizations for travel to foreign locations and back to the U.S. 

NOTICE: Travelers transporting exotic pets are required by law to have a U.S. Fish and Wildlife Service 
(FWS) certification before transporting the pets to foreign locations or back to the U.S. For information contact 
the FWS at: 1-800-358-2104. Travelers returning to the U.S. with exotic pets should call (703) 358-2104 before 
transporting the pet(s). For a FWS fact sheet. go to: http://inter~zational.fivs.go~~/pdflpcpdf. For an application 
for travel with pet birds and other CITES-Listed species go to: http://form.fn~s.pov/3-200-46.m 

C. Distribution. See par. C3057 

D. Privacy Act Statement. This subparagraph implements the Privacy Act of 1974 (5 U.S.C. $552a) by adding a 
Privacy Act Statement for "Request~Authorizatioii for DoD Civilian Permanent Duty or Temporary Change of 
Station (TCS) Travel" (DD Form 1614). The form may be reproduced locally and made available to the individual 
supplying data shown on DD Form 1614. The form also is available for printing and/or downloading from the 
Internet through the Washington Headquarters Service DoD Forms Program at the following website: 
ht t~: / /wehl .  ~vhs.osd.mil/icdl~on~e/forms.Izt~n. 
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B. Married Employees. E x c e p ~  as provided In par. C'4OO3-C'. \\'hen a husband and nifi. are both employed in the 
same 0 C O N I ; S  locality by the same or dii'ferent (iovcrnmeut departments. a renelval agreement 1s negotiated either: 

1 .  1~1 th  each separately ( i f  this optlcin is elected, the other empIo),ee may not be trcated as a spouse and other 
members of  the household may not benefit t ~ v ~ c e ) :  ot 

2. n i th  one as llcad of the household anti the other treated a s  a spouse 

The couple must elect either alternative 1 or 2 in a wrltlng signcd b!. both husband and \\ ~ f e .  .A copy I S  filed in each 
employee's personnel folder. An emplc~!ee tvho elect\ tra\,cl benefits as a spouse under alternative 2 does not 
thereby forfeit travel benefits for return of self, dependents, or HHG upon separation accrued under an initial 
agreement. Where the spouses h a ~ . e  independently earned tra\.el benefits, have elected for one to be treated as a 
dependent, and the "head of  household" ,,pause ceases to be employed in the Federal servlce, the st~ll-employed 
spouse may revert to the agrecment in forc.e prior to tlie election. That spouse also ma!. liegotiate an agreement for 
renewal agreement travel. if othenvise eligrble. In computing the t m e  limits for requ~rrd  sen, icr .  the time runs from 
the retuni of that eniplo!lee from the lakt renen.al agr-eement trlp elther under the e~nployee 's  or the spouse's 
agreement. \vhichever is later (54  ('omp. (;en. 8 I4 ( 1975 ) .  

C. Exception 

1 .  General. A renen,al agrecnient shall not be iwyotiated i111dt.s the circumstances stated in par. Crll55 or with 
locally hired individudls described in l m s .  ('400-3-(-'2 and C'400.3-('3. 

2. Locally Hired Married Emplovee .\ r e n w a l  agreenlent shall not be negot~ated Jvith a locally hired marriedd 
employee who is in the OCONUS geograph~cal local~ty because the spouse is 111 such locality as: 

a.  a niember of the L niformed Sell Ices. 

b 3 member of the 1.o1e1gn S c l ~  I,  e of tlie I )epd~ tment of State. 

c .  3 private indi\.~dual 

e. an employee o f a  non-Federal trryanmtioll 

3. Locally Hired E m p l ~ v e e  L;nn~arrlcd and L11de1 21 \'ears of Ace :\ reiic\\.al agreement shall not be 
negotiated with a locally hired emplovce \vho IS unmarried and under 21 years of ape whose parent I S  in the 
O('C)NI JS geographical local~ty as: 

a .  a member of the I-nif ixn~ed S c n . ~ c e s  

b. a member of the Fnrelgn Serv1c.e o f the  1)epal tmeni of State. 

c ,I Federal Go\ rmment c n  ~ l m  ~ m p l o ~ e e  

d.  a private indivtdual. 

e.  an employee of a pri\.;ite indn.l, i~~aI, or 

f. an employee oi 'a nun-Federal organmitlon 

C4004 ACTVAL RESIDENCE I~ETER\ .IIUATIOl  

A. Appointees (Includinz Student Trainees) 'T'lavel to t-irst I'DS. ii 'hen transportatton is authorized by o DoD 
component. transportation to the first I'DS is 1irnltc.d to nio\t'rnc'nt from the appointee's a c t ~ ~ a l  residence at the time 
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of selectionlassignment. The actual residence is the location at \vhich an individual li\.ed for some time before 
selection for the appointmentiassignment. If the appointee claims some other location as the actual residence at the 
time of selection, the burden of proof is on the appointee to show that the residence in the location where the 
appointee lived at the time of selection is temporary and the actual residence is else\vhere. Whether the location of a 
college where a student is enrolled/li\red for 9 or 10 months in each of 3 or 4 years is the achlal residence depends on 
the facts presented. 

B. OCONUS Employment 

1. General. The actual residence must be determined at the time an individual is initially appointed or 
transferred o an OCONUS PDS. The Government's obligation for travel benefits for travel to an OCONUS 
PDS upon assignment, round trip travel under a renewal agreement, or return travel for separation is limited to 
movement to or from an employee's actual residence at the time of assignment to OCONUS duty. If, at the time 
of appointment, the employee is in the OCOXUS area as a tourist or for other reasons which are of a temporary 
or intermittent nature, the employee subsequently may become eligible for retum travel and transportation 
entitlements or tour renewal agreement travel. Eligibility for these benefits generally is determined by the 
designation of the actual residence, which should be based on all factual circumstances of each case. Before an 
agreement is negotiated, the employment office must make every effort to ascertain and state in the agreement 
the correct actual residence. The same actual residence shown in an employee's initial agreement shall be stated 
in a renewal agreement unless it is determined that an error was made in the employee's ach~al residence when 
the initial agreement was executed. In that event, the correct actual residence must be determined and stated in 
the renewal agreement and an explanation made a matter of record with the reneltd agreement. 

2. Factors for Consideration The actual residence is the fixed or residence. ordinarily. where dependents and 
I-IHG are maintained at the time of an individual's appointment or transfer to an OCONLTS position. Generally, 
the actual residence is the place from which transferred or appointed. This. however, is not always so. The 
desire of an appointee or employee to specify a location as actual residence that is not justified under the 
circumstances, an intention to establish residence at a certain location, or a desire to visit some place, shall not 
be a basis for designating that place as the actual residence for travel benefit purposes. All available facts 
concerning the employee's residence before assignment to OCONI-S duty must be considered carefully, 
including: 

a. home ownership: 

b. previous residence: 

c. temporary employment In city from wl~ich recruitcd: 

d. employment requiring residence apart from the family; 

e. the employee's voting residence: and 

f. the jurisdiction(s) to which the employee pays taxes. 

Additional factors in the case of a local hire are: 

a. the length of absence from the claimed place of residence; 

b. the reasons for such absence: and 

c.  whether a residence has in fact been maintained to which the person expects to return 

The fact that a person has actually established residence locally OCONLS, participated in local elections, or 
obtained waiver of C.S. tax liability based on foreign residence might negate a claim of actual residence in the U.S. 
(35 Conlp. Gen. 244 (1955); 37 id. 846 (1958)). Additionally. the conditions in par. C4002-B are used in 
determining actual residencr in the U.S. 

i 
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3. Documentation. The information developed concerning the actual residence must be placed in the 
employee's official personnel folder. 

4 Change in Actual Residence Li'llere a ~ t u a l  reiidence has been deteimined in dccordance \kith par C4003- 
B2, no change IS authoiized duiing a cont~nuous peiiod of 01 erieas serx Ice and none may be approled except In 
case of an error (35 Comp Gen 101 (1955). 39 id 337 (1959)) In the e\enr ot an error, the appropriate 
agreement must be corrected to s h o ~  the employee's conect act~ial res~denct. 

C4005 PEFUOD OF SERVICE REQUIREMENT (TOIJR OF DI'TY) 

A. Transfers to and within CONUS. The tour of duty in connection w ~ t h  transfers to or between PDSs within 
CONUS is 12 months. 

B. Appointment to First PDS. The tour of duty for first PDS travel in connection \vith appointnient~assignment to 
first PDS in the L.S.  is 12 months. 

C. OCONUS Employment 

1 .  General 

a. Tours of OCONUS Dutv. To the fullest practicable extent. tours of duty established for DoD civilian 
en~ployees in OCONUS localities are ~ ~ n i f o r m  ~vithin each area. Standard tours of duty are 36 months 
under initial, and 24 months under renewal. agreements negotiated with employees assigned OCONUS. 
Exceptions to the standard tours of duty (specific tours) are provided in Appendix Q, pars. A, B. C and D. 
Appendix Q, par, E provides instructions for requesting a change in tours of duty. 

b. Adrninistrativelv Reduced Toug.  '4 tour of 23 months may be administratively reduced by 2 months for 
employees signing a renc\val agreement to ser\.c an additional tour at the same or another post. Similarly, 
the 36-month period of service prescribed under an agreement may be reduced up to 6 months for the 
purpose of beginning authorized renewal agreement travel. provided that the r enend  agreement is for duty 
in a 24-month tour area. Except as proiided in par. ('4005-C'Id. when an agreed tour of 24 or 36 months is 
administratively reduced. the period of service under a renewal agreement must be increased by the length 
of the reduction. 17se of these reduced tours is authorized to permit scheduling leave at regular intervals, 
such as known low intensity periods or during school \vacation periods for employees having dependents 
attending school OC'ONUS. 

c. Administrativelv Extended Tours. A 24-01 36-month tom may be extended, allowing employees to 
perform renewal agreement travel after the extended tour. Except as provided in par. C3005-Cld, the 
length of the renewal tour must be established as equal to 24 months minus the period of service completed 
under the administrative extension of the initial agreement, or 12 months whichever is greater. 
Components shall not execute an adniinistrat~ve extenslon of an initial agreement to negate an employee's 
entitlement to separation travel benefits. Separation travel benefits are autlior~zed by statutory authority 
after the employee has served the minimum period prescribed in the initial agreement. The administrative 
extension of the initial agreement must be signed by the employee and appropriate authority of the DoD 
component concerned. (See B- 190643. September 30. 198 1.  J 

d Length of Renewal Tour For Fmplovees Sublect 'To the 5-Year O~er seas  Serxice Limitation When an 
m t ~ a l  agreement of 36 months is adm~nistrat~\el)  ieduced b) a period up to 6 months for an employee 
subject to the 5 year OCONUS selvice l~mitation, the ienenal agreement must piescribe a period of s e n w e  
that, when added to the number of months completed undei the in~tial agreement. plus the number of 
months authorized as leave inc~dent to the renenal agreement, equals 60 months Likewise. a 36-month 
tour may be extended. allowing employees to pcrform renew a1 agreement tra\ el aftel the extended tour, so 
long as the employee sen  es a per~ocl of at least 12 months after returning to the OC'ONUS area The length 
of the renewal tour, howe\er. must be estabhshed as equal to 60 months ( 5  years) minus the sun1 of (1) the 
perlod of service completed undel an initial transportation agreement. (11) the period of servlce completed 
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under the administrative extension of the initial agreement, arid ( i i ~ )  the period of time authorized as leave 
incident to the renewal travel: or 13 nio~iths. \vh~cl~e\ .er  is grc:aicr. 

e .  Employees Released 5-Year OC'ONLS Serv~ce  I,~niitatio~i.  I f  an er~ip1oyc.e'~ 5-year OC:ONI.JS 
service limitation is extended bcyoncl the 5-year period so the eniployec can perform renewal agreement 
travel following completion of the initial tour and an aciniinistrative extelislon t.rf the initial tour (for 
example: 36-month initial tour plus 15-month admin~strati\.c extension). tlic length of the renewal tour is 
determined in accordance \u th  p a r  ('4005-C'lc. 111 : h ~ s  caw. the Icngth ol' the rcne\\.al torlr must be 
established as equal to 24 months minus tlie period of service completed under the admin~strative extension 
of the initial tour (example I5 riiontl~s). 01. I2 months. \ v h ~ c l i c w ~ -  is grci~tcr. (In the c ~ a n i p l e .  tlie senewal 
tour would be 12 months. slnce 2 1  months minus 15 months I lcss than the requ~red I ?  months.) 

f. Emplovee Serves Additional l o u r ( s )  after the 5-?_'car OCON1;S Scrv~ce  Llniitatlon. 'The length of 
renewal tour(s) served after the 5-year service I~mitation is tletcrmined in accordance \ i ~ h  pars. ("4005-Clb 
and C4005-Clc, except that a rencu,al tour of 12 months uni1c1- \ \ h ~ c h  an enlplo)w is serving m a ~ f  not be 
fi~rther reduced for an eniployee signing a rene~val aglecnicnt to scr\.c a n  ailihtioi~al t o u ~ .  at the same or 
another post (37 Comp. Gen. 62 (1957)). DoD compolicnt polic~es conce1-111ny extensions in OCONUS 
areas beyond 5 years must be applied in conjunct~on i i ~ t l i  pars. ( '1005-( ' le and par. <'1C)05-('1 f. 

2. Tour of  Duty Areas. See Appendix CJ for tours of duty and  for inforniat~o~i  about requests t o  cst;tblish other 
than standard tours of duty. 

3 .  Credit for Prior Serl..c. The fol low~ng personnel must s c ~ c  the eniploy~ng Doll  component for 1 ).ear ( I  
scliool year for persons in teaching positions under tlie DoI) L i d ~ ~ c a t ~ o ~ i  ;\ctivity\ from tlic date of employment 
under their own transportation agreement or a period of'tinic \chick  hen added to tlic~r immediate prior p e r ~ o d  
of civilian or military service before signing tlic agrecnient, totals 111c prescr~l,ci! tour of dut!. Sor the area, 
whichever is greater (see par. C4006-C1 for n k n  tour of duty bepns i :  

a .  persons appointed by transfer Srom another Govcrnmcnt agency whose ~ m m e d ~ a t e  prior senvce has 
been in an OCONLJS area and wlio transtkr \\.ittiout pertbrniing rcne~\a l  agreement tra\.el: 

b .  military personnel ul io  separate locally and accept ( iowrnment  en~ployment. and c.ith \ v h o n ~  
agreements are negotiated: 

c .  Ciovernment contractor personnel \\.liti separate lo call!^ to :icccpt ( iovc~xment  employment and ivith 
\vhom agreements are negot~ated: 

ti. locally hired dependents of military or c i v ~ l ~ a n  employees \\-1tI1 whom an agl-cement was negotiated; 

e.  persons in the employ of an ~nternational or~an17at1on in n-li~cli the 1'. S. (;o\.ernment participates. 
who are separated in 0C'ONI:S arcas to accept LhD empIoynii:nt and \\.it11 whom agreements are 
negotiated; 

f. employees of nonappropriated f i~nd  act~\,it ies v k o  separate in O( '( jN1 IS area:: to accept other D o n  
employment and with whom agreements are ~ ~ e g o t ~ a t e d  under tile cond~tions in par. ('4002-R2ai2): and 

r. persons re-employed fiom a rceniployment pr lor~ty list nit11 ulioni agreements are wgotiated as 
provided in par. C4002-132a(? ). 

4 .  Reassignment or Transfer "1. Same (jkgs~:ai,li~cal Local ie  

a. Without Incurring PCS Costs. When an employee IS r e a s s y e t i  ~ ' i t h i n  a DoD component or 
transferred to another Don component in the same 0 C 0 5 1 1 5  geographical locality bcfbre completing a 
tour of duty, without incurring I T S  costs. the tour 01' duty spcciticd in the transportation agreement under 
\vhich the employee is sen.ing at tlie t ~ m e  ot'reassignnient or tran5ti.i. shall continue in e17?r1 At the end of 
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the specified tour of duty. the c m p l o y x  1s cl~giblc  for return travel bcnetits for separatlon or for the 
negotiation of a reimval agreement. irrespect~\ c ot' the length of time the crnplo!w has scr\wl the activity 
to which reassigned or tr,tnsferrecl. (See par. ( '401 1 ,  i tuat lon 7 . )  

b. PCS Costs are lncu~l-ed. When an employee incurs I T S  costs m i d e n t  to a reassignment within a D o n  
component or transfer to another DoL) component in thc same OC'ONI!S geograph~cal locality prior to 
completion of  the tour of' duty, anti at the time of'reassignment or tra11sti.r. less than 12 months remaln to be 
served under the existing transportation agreement aficr reporting for tiut!. at the ne\+. duty s tat~on.  a ne\v 
agreement for a minimuni period of 12 months' .;er\.lce IS requlred for ent~tlcnient to PCS allonances to the 
ne\v PDS. The tour of duty spi!citieil In the transportation agreement under n.hich the employee m x s  
serving at the time ofreassignmei~t  or transfei- I-cmalns in et'fect nl th  regard to the employee's e l~gibdi ty ior 
r e h m  travel benefits for separation or for the negot~ation of  a reneival agrcemcnt 

a. From I'DS at Which the E m p b e c  Has S(j Transl~ortatlon .4nreemcnt. An employee. ser\ing at an 
OCONIJS PDS without a transportation agreement. who is reassigned n ~ t h i n  a D o n  component, os 
transferred to another DoD conlponent, to a d~fferent 0CC)NI:S geographical locality is r q u i r e d  to 
negotiate a transportation agreement obligatmg the employee to ser\.e the full tour of duty prescribed for 
the new PDS. 

*b. From PDS at Whichthe Emplovec is S e n  ~ i i g  1Jncier a Transportation A~!rccment. \\'hen an employee. 
serving under a transportation agreement at an 0C'OSL:S PDS. 1s rcassigncd \\~tllli i  a DoD component, or 
transferred to another DoD component. to a ditt'erent OCONLS geographical locality prior to conipletion 
of  a tour of  duty. credit is given t i ~ r  ser\.ice completed at the old PIIS. X lien agreenient 1s required ivith a 
neu. tour of duty of 12 months or the difference bct\\.ecn the tour of duty at the ne\\ I'DS and the p e r ~ o d  of 
service completed at  the old PIIS, \\.Iiiche\~er 1s greater. (Also see par. ( ' 507 i i .  The neu agreement 
concerns PCS allo\vances to, and m y  addltlonai separatlon tra\.el benciits from. the new PDS. The tour of 
tiuty specified in the agreement !under ~ h i c h  the e i n p l o ~ w  n a s  s e r \ ~ i i g  at the tlme of reassignment o r  
transfer remains In effect \vith reyard tcl thc employee's eligibility for return t rawl  benefits for separation 
from the old PDS or for the negot~ation of a rcncv.al agreement. Before performing rene~val  agreement 
tra\.el the employee must sign a rene~val agreenicnt to ser1.e a tour of tiuty appl~cahlc for the n rn .  PT)S area. 

6 .  Enlployee's Services Kot Needed for h t l r e  Pelnod of Tour of I)utV.  hen it 1s knonm in advance that an 
employee's s e i ~ i c e s  are not neected 0C'OSL:S fhr the f d l  period of the prescr~bed tour of duty. the 
cinployee may be employed for a lesser perlod i\.ithout affecting cnt~tlement fbr tra\.el benefits to the 
OCONLJS PDS and return for the p u ~ p o s c  of itparation ( 2 6  ('omp. (ien. 4x8 ( 1047)). The agreement. 
however, must prescribe a tour of  duty of I2  months in accordance ui th 5 I~i.S.( ' .  b5722. Employment may 
be terminated at any tinlc during the agrceci to111 o f d u t  when ~t 1s detci-mined that the employee's services 
are no longer needed. 

7 .  Effect of increased or Decreased l 'our  of Du&. \\'lien an OC'OSI.'S arca's tour lcngth is incrcased, the tour 
length specified in currently assigned employee.;' agreements go\.tArns. 'I'hc Iengtl~ened tour ot' d ~ ~ t y  only 
affects employees \\I10 execute agreements aftcr the date the increased tour length 1s approved. If a tour 
length is decreased. the shorter tour length appl~es  to currentl! assigned employees \\,hose agreements 
provide for a longer tour. 

('4006 DATE TOURS OF DIJTY BEGIF 

A. Transfer to and xvithln CONJS.  A t o u ~  ot' duty In connectlcw \u th  transfers to or bet\\ e m  PIISs \wthm ( 'OKl iS  
begins on the date the employee reports for duty at the new I'DS. 

B. Appointment to F m t  I'LIS. A tour of duty under an agreement fhr tra\.el benefit< in ionnection n i th  appointment 
to a t k t  PDS in the 50 states and the District (11 ( 'olurnb~a b e g m  011 the clatc the appo~ritcc reports tbr dilty at the 
rm s. 
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C. Emvlovment OCONUS 

1. Initial Agreement. Cnder an initial agreement a tour of duty begins on the date the ~ndividual: 

a.  reports at the OCONUS activity. for those recruited outside the geographical locality of  the OCOhWS 
enlploying activity: 

b .  begins duty for those recru~ted locally under an agreement; or 

c.  executes an agreement, for a locally hired married individuals in the circumstances described in par. 
C4002-BZa(4). 

2. Renewal Agreement. A tour of  duty under a renewal agreement begins on the date the employee reports 
for duty at the OCOh7iS PDS following completion of renewal agreement travel unless that travel is delayed 
and authorizedapproved to be performed within a tour of duty (see par. C4 155-B). 

C4007 VIOLATION OF AGREEMENT 

An individual violates an agreement by failing to meet or comply with any of  the conditions specified in it. 
Individuals who violate an agreement are not eligible for the benefits thereunder and or are indebted and subject to 
collection action (see Part H).Violations include: 

1 .  failure, for reasons unacceptable to the employing acti\.ity. to meet or comply with the conditions 
specified in an agreement; 

2 .  failure to report for duty; 

3 fa~ lure  to return to counhy 01 geograph~cal local~ty in n h ~ c h  actual rcs~dence IS located In connection 
w ~ t h  a renewal agreement. 

4. failure to use travel benefits \\.ithi11 a reasonable time after separation. 

C4008 LOSS OF ENTITLEhIENT UNDER A S  .4GIIEERlEh"I' 

Individuals lose eligibility for benefits under an agreement and or are indebted and subject to collection action (see 
Part H) for travel benefits furnished if there is a: 

1. loss of dependency status under ~vhich  there was a previous entitlenient.(e.g.. child reaches 21 years of  age; 
or 

2. duplication of travel benefits under separate statutes 

C4009 ACCEPTABLE REASONS FOR RELEASE FRORI A PERIOD OF SERL'ICE REQlJIREMENT 

A. General. An  employee serving under a transportation agreement at any PDS may be released from the period of 
service requirement specified in the agreement for reasons beyond thc employee's control that are acceptable to the 
DoD component. Except as provided in par. C3009-(', the commanding officer, or designee, at the employee's 
assigned activity must make the determination of  acceptability. 

B. Acceptable Reasons for Release from Periods of Service Requirements 

1 .  General. Examples of acceptable reasons for release from period of service requirements include: 

a.  illness not induced by  misconduct; 

b .  enlistment or call to active duty in the Armed Forces: 
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c. exercise of  statutory re-eniplo!ment rights n  thin a tlme Ilni~tatlon that precludes completion o f a  period 
of service; 

d .  release for the Government'. con\.cniencc (see .VOTE). st.parat~on bccause of physlcal or mental 
tiisqualificat~on. lack of skdl to perfixm d u t ~ c s  for ~ h i c h  recruited or an!. other duties to \vhich the 
employee could be ass~gned:  

e .  separation as a result of reduction 111 force: 

f see par. C 4 0 0 5 C 6  when employee's serv1ce5 not requ~red f o ~  entlre period of tour of duty 

NOTE: Employees separated because of illness irtdlrced hy ntiscottdrrct or heccurw of miscotzdrtct are riot 
separated,for the Governrrt ~ n t ' s  convewierlce. 

2. OCONUS. In addition to the esaniplcs I~stect in par. I'JOO9-B1. the f o l l o n i n ~  are acceptable reasons for 
OCONI~jS employees: 

a.  the employee's immediate presence I S  required in the geograph~cal local~t!, In n h c h  actual place of  
residence is located because of  all unfi)rest.cn clnergeiic>,: 

b .  completion of  the agreed ptriod of ser\.ice \voulti result In extreme pcrsonal hardship because of  
circumstances beyond the employee's control. such as conditions seriousl> affecting tlic health, \\elfare. 
and safety of  the employee, serlous ~l lness  or death in the ~ ~ n m e d l a t e  t i n i ~ l y .  ~mminent  breakup of the 
family group NOTE: Ffllsificatiori cfl,facats irr corrrlectiori with et~tplo~w~etrr is not a reason beyond the 
employee's coritrol.; or 

c. there are significant changes in the e m p l o y e ' s  employment s~tuat ion or loss of cconornic benefits such 
as a significant salary loss resulting from a do\\.ngrading of the grade l e ~ ~ l  the employee accepted upon 
assignment, or a significant loss In OC'OYl IS quarter allo\\.ance paymcnts rcstilt~ng from a do~s.ngrade as 
distinguished from a reduction in quarters allonance payment nhicll may be reduced for other reasons. 

NOTE: The ttatltre attd a t e n t  of tltc "rrr!fbrcseetl cmergcmc~~ff  or "extrcmc petwrlml lzardship" tnust he 
establislzed to the determiaing official's satisfaction. I krificrrtiorr nrust b~ recciwd ,fr.onz a reliable artti 
trustworthy source sucl~ rrs piir~nte, state, or locrrl ~cwlfnre agerrcics; rrrl crttcwditr,q plrj~sicicrrr; or a local clrric,. 

C. Transfer to Other Deuartments or Agencies. Except as ~ndicated in par. C.1005-C'. an employee, serving under a 
transportation agreement at any PDS \vho transfers to mother D o n  component. or (;o\.crnment agency. iiiust be 
released from the period of  s e n i c e  requ~renlent specltieti 111 the employee's current aglwnient.  If the transfer 
invo1vt.s PCS allowances to a ne\v PDS, the galnmg actl\.lty 1s responsible for all IY'S costs, 

NOTE: The employee must cotztitiue in (;overrlment srrvice,fiw at least 12 mor1th.s qfter tlzc employee reported at 
the PDS from which depnrtitig to satisjj. tlw oh1igr:tiorz ,fi)r costs incurred lq3 tlrr lo\irr,q activity iri moviti'q tire 
emplojwe to tlrnt PDS. 

A record must be maintained in the employee's official personnel fbltier of transportation and storage ent~tlement. 
authorizations, and limitations. Maintenance of' the record is l im~ted to ~nforniatlon anti for the period of  time 
necessary to meet the requirements and restrlct~ons in t h s  Part. Record material may he r c m o \ d  n k n  ~t no longer 
applies. 

C4011 TRANSPORTATION AGREEllEST REQ171REllESTS ( F T R  Q.302-7.1 Oo(e). 2 100(f)) 

The requirements of  an agreement are premlied o11 the st,itus o f the  cn~plocce as outlineti in [he f'ollow~ng table 
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Situation 

1 .  Person locally employed initially by a DoD 
component at an OCONUS PDS \\,ho does not meet 
agreement eligibility cond~tions (par. C4002-B). 

2 Persons locally employed m~tlally by a DoD 
component at an OCONLJS PDS who meets 
agreement e l ~ g ~ b ~ l i t y  condlt~ons (pal C4002-B) 

3. Person locally employed initially by a DoD 
component at an OCONLS PDS who meets 
agreement eligibility conditions (par. C4002-B) and 
O C O W S  prior service credit entitlement (par. 
C4005-C3). 

4 Employee of DoD component at an OCOUI'S 
PDS who has not completed an lnlt~al tot11 and IS 

t~ansfened to a net\ PDS of a d~ffelent DoD 
component w ~ t h ~ n  the same ol a d ~ f f e ~ e n t  OCO;'\[IrS 
geographlcdl locahty (par C4005-C3d) 

Agreement 

1 No agreement requirement 

2 .  Agreement required fbr tolls of duty applicable to 
the OCOKUS PDS \vhere employed. The agreement 
concerns separation travel. In specific instances 
transportation for dependents and'or HHG from the 
actual residence and renen-a1 agreement eligibility. 

3. Agreement required to serve for 12 months from 
date of employment, or a period of time which, when 
added to immediate prior period of civilian or 
military service, totals the prescribed tour of duty for 
the area, whichever is greater. The agreement 
concerns separation travel, in specific instances 
transpol-tation for dependents and/or HHG from the 
actual residence and r enend  agreement eligibility. 

4. Agreement required to senZe for 12 months from 
the date of reporting for duty at a n e n  PDS or the 
difference between the period of service at the old 
PIIS and the prescribed initial tour of duty at the new 
PDS. \vhichever is greater. Tllc agreement concerns 
PCS allowances, separation travel and renewal 
agreement eligibility. 

5 Employee ~n i t~a l ly  hired locally by a T h I I  5 Agleement ~ e q u ~ ~ e d  to w v e  fo! 12 months from 
component at an OCONLS PDS not servlng under the date of lcpoltlng fol dutl at the nev PDS The 
an ag~eement u h o  1s tlansfe~led to a nen PDS n ~ t h ~ n  'Igleement concelns e l ~ g ~ h ~ l l t l  for PCS ;~llo\iances to 
the same OCONITS geographical local~ty (elthe1 the nev PDS Thele is no o the~  e l ~ g ~ b ~ l ~ t y  
liithm the same or to a dlffe~ent DoD component) 
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3 .  h a m i n e  Pemment  Quarters a l d e  in T e n w o r q  .Quarters. Ifthe enlployee has no tinnily or a snlalI fandy. it might 
be less costly to allow the employee (anti family) to remain in tenrporaq quarters at the new PDS for a longer period than 
might othenvise normally be required. sutyect to lin~itations, until t h ~  enrployee finds permanent quarters. 

4 A v o i d w  Advance l n p  If payment f o ~  tenlpor* quarters 1s to be duthonzed. a HHT may be avolded It mght  be 
less costly to the Go\ ernrnent, and nlol e sat lsfacto~ to the ernplo)ee, foi the emplo~ee's dependents to rernaln at the 
~esidence in the old PUS local~t) ~ihr le  [lie enqdqee  oecuples tenlpo~an quarters at the ne\i PDS Dunng that tlme the 
employee can select pemlanent quarters 'I tier becoming tmullar n ~ t h  the new I'DS area 

5 On TDY at hem P I X  Uhen an e1np1oyi.e 1s on rDY at a nen I'DS t b ~  d perlod before the permanent transfer s 
effechve, a IlWT should be unnecessar? 

6 Housl~ln hformatlon Asslstancc It might be pos~ible for the DoD component to a\ old or shorten the dluat~on of a tnp 
by p r o \ ~ d ~ n g  assatance and ~nformahon to an einployee concerning houslng condihons and markets at the nen PDS 
locatlon 

J. Prohibitio~s. are not authorized uuidcr the folloning circuunstances: 

1 when ~t IS expected that an cnqdo>ce \ i l l1  be a s s y ~ e t i  to Go\cmment 01 other prcmanged lesldence quartels at the new 
PIX hcahon, 

2. \vhen the employee has not yet fomiall~, agreed to transfer to the iieu PIIS: 

3 \\ hen the old and or ne\i PDS are located outwle the I 'n~ted Stmes. or 

4 mhen the dlstance behveen the old m d  11ev~ PDS 1s less than 75 miles (as measured by map distance) la a usually 
traveled surface route. 

K Trip Durafion I-Iousehunhng tra\el should be ~ u t h o r ~ e t i  for a reasonable penod of time conside~mg d~stance behieen the 
old and nen PDS. trailsportatlon mode. and the I~oursing srhntlon at thc neu P J X  locatlon 2 I-E-IT includ~ng hale] tlme, shall 
not exceed 10 cdlendar days 

L. Transportation to and/or from Neu PDS Lod:alitv. Ll'hen autholizing or alloiving a paiticular transpoltation mode, the 
objective n u t  be to minimize the tlme en route and nusimve hnle at the ne\\. PDS locality. If POC use 1s authonzed then the 
POC use is advantageous to the Gwernment xnd the applicable PCS mileage rates in par. C'2505 are authorized. If the employee 
tmvels by other than the authorized tnodc. reimbursement shall be actual tmi~portation expenses but no more than the cost of the 
authorized transportation. 

Effective I Jnnuary 2004 
*M. Local Transportation. Reasonable expense lbr local transportatron at the new I'DS location shall be allo\ved. Local 
transportation by common carrier, local transpollahon systems, SDDC' nsgohated agreement rental or other comnlercially rented 
automobiles, or POC at the applicable PCS mileage rate in par. C'2505 may be authonzed. I Io\ve\.er. the local transportation 
mode must be consistent with the hmportatlon inode authonzed for tra\.el to and from the I-'DS. Expenses for the me  of taus 
shall be limited to transportation bebveen depots, ailporn. or other calrier te~ni~nals and place ut'lodg~ng. 

N. Subsistencc. Subsistence expense reinlbursement fbr a 1 11-1.1 1s nomxilly p a d  under the lodging-plus system as indicated in 
par C'4107-01. Ilowe\w. a DoD conyonelit may ofi'er to pay a tiscii amount as re~mb~usen~ent  for subsistence expenses In 
accordance with par. 0 1 0 7 - 0 2 .  Factors for i~oi~itieratioii in deteimning n hetl~er to ofi'er the fixed anloimt reinlbuusement: 

1. Ease ot' admulistra&n. I'ayment 1)f a per diem allowance under par. ('4 107-0 I (lodging-plus method) requires a 
review ofclalms for the validity. accuracy. and reasonableness of lodg~ng expense amount. A fixed amount p a d  under par. 
C.3107-02 is easler to a thn is te r  bccaiisc a re\xvi of e x p e ~ ~ e s  1s not requlreti. 
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2. Cost considerations. The cost of each subsistence reinlbussement option must be considered on a case-by-case basis. 

3. Treatment of emloyees. Eiqloyee niorale and produchvity should be considered as well as costs. 

The per diem reimbursement method authorized by the DoD conyonent concerned must be indicated on the PCS order 

0. Subsistence Amounts. Enployees' subsistence allowance may be calculated under either par. C4107-01 or C4107-02. 

1 .  Lodgings-plus Method. An appropriate per d i e n ~  as prescribed in pars. C4553 and C7006, for one round tnp of the 
employee andlor spouse for up to 10 calendar days between the old and new PDS. 

NOTE: AEA itz JTR, Cl1aptt.r 4 ,  Part M rrraj3 not he autl~or.izerL~a~~pro~~ed,for a HHT. 

2. F w d  Amount. The amount calcillated under .par. C4 107-02a or C'4107-02b, as applicable: 

Effective 19 Februar] 2002 
a The employee and spouse both travel (eithet togethe~ or sepatatcly), the applicable locality rate (listed at 
Iittp://www. dtic. ntiUperdiern/pdrates. 11tt111) mu1 tipl~ed by 0 2. oi 

b. If only one (employee or spouse) travels. the applicable locality rate (listed at 
I~ftp://www. d t i ~  nzil/perdie~rt/pdrates. lltml) mul tlpl ied by 5 .  

The fixed amount deternined in par. C.1107-02a or ('4107-02b applies for the entire trip without regard to the 
number of days ( 1  to 10 calendar days) authorized for the househunting trip. Ally balancefrom the determilzed 
,fisetl aniolrrlt not ~ i s ed  by the entployee for cxlJerlsrs still helongs to the ~nrployee arid may he taxable (41 
CFR $302-5.18). 

3. Examples: Subsistence Amount Calculations 

An enyloyee and spouse x e  authorized a HH'T to Arlington, VA, for 10 days. Per diem for Arlington at the time of travel is 
S166 (5124 for lodging and $42 for MBIIE). 711e dot~ble occupancy lodging cost is $90. The single occupancy lodging cost is 
$60. 

Case 1 
The DoD conponent offers to pay a tixed amount as reimb~rsenlent for subsistence expenses (par. C4107-02). The employee 
elects per diem under (par.C4 107-0 1) the lodging-plw method. 
Per diem for the employee: 
Day of travel to Arlington: 75% x $42 = S3 1.50 plus $45 (1 /2 lodging cost) = $76.50 
8 days m the .4rlington Area: $42 (M&IE) -+ S.15 (Lodging) = S87 x 8 days $696.00 
Day of return to PDS: 75% x $42 = 53 1 .50 

Per &ern for the spouse 
Under par. ~7006-2  the maximum amount allowable IS Y4 of the pel diem rate to urh~ch the enyloyee IS entitled under par. 
C4553. 
Coqut ine  Maximum amount Allowable for spouse: 
Maximum ailowed for MBIIE: !4 x $42 (MBIIE) - $3 1 .SO 
 maximum allowed for lodging: '/J x $124 - S93 
Coinputkg Actual Amount allowed for spouse: 
Day of travel to Arlington: 75% x $3 1.50 = $33.62 plus S45 ( 1  2 lodgmg cost 
which is within the nlaxlmum 593 allowed) = 

8 days In the Arlington Area $3 1.50 (MBIIE) + S15 (lodging cost) = S76.50 
8 days x S76.50 -~~ $6 12 .OO 

Day of ret~um to PDS: 75% x $3 1.50 = $23.62 
Total S1508.24 
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4 .  a POV; and 

5. a mobile home 

Return t l a ~ e l  IS at employee's i inanc~al  l e s p o n ~ ~ b ~ l i t y  An emplogee n h o  departs from an OCOYLIS PDS In an 
authoi~zed leave ( n ~ t h  or w~thout  pay)  tatu us before the end ot the t i ~ s t  >eai of dn 111it1al agreement. and reslgns 
whde a a a y  for reasons unacceptable to the agcnc). IS a l ioaed i ~ e d i t  for the author~zed lease toaard  completion of 
the m m m u m  service lequlrement (B-1X4948. \orember 18 19'5) Pals C4.352-B and C4352-C apply to all 
OCOZCS employees Additional penalt) ~ o n d ~ t i o n s  In pat C4752-b apply to DoI)LlS teachers 

C. Violation after 1 Year of  Service untier an lnitial_A,greemeilt. A n  employee, who completes one year of an 
OCOXUS assignment and who. for reasons uriacceptablc. to the employmg UoD conponent  fails to satisfy an initial 
agreenient service requirement in excess of  one year. is not financ~all! responsible for the travel and transportatlon 
cost and related allowances associated with the move to an OCONL S PDS. except for any charge for NI'S of  HHG 
incurred after the end of  the first year. Add~tionally. thc cniployec I S  financially responsible for all costs of  HHG 
shipment and storage after the \ iolation t iatc and must bc so ad\.ised inunediatel~..  The employee is not entitled to 
return transportation of  a POV. ( io \~ern~nent  t h d s  111.1>~ not he ~1sei1 to purchase coniniercial transportation for 
ineligible employees. If an employee has imufiiciei~t ti~nds. repatriat~on transportatlon may be authorized as 
provided in par. C6300. 

D. Emplovees Servtne under Renemal A q e e n x n t \  

1 .  General. An  employee who fails to complete the servlce specified in a rene\val agreement for an additional 
tour for reasons not beyond the employee's control and not acceptable to the employing DoD component is 
financially responsible for the costs as ~ntlicated in pars. ('4.752-D2 anti C4352-D3. 

2 .  When Employee Fails to (:oinplete 1 Year ofScr\&. \\'hen an employee fails to complete 1 year of service 
under a renewal agreement. the e m p l a ~ ~ w  ts financially responsible for costs of': 

a.  transportat~on and per dicm foi the cmployec and transportation for the employee's dependents from the 
former PDS to the a c t ~ ~ a l  resitienci. and tiom the actual resttience to the last PDS lvhere the employee failed 
to coniplete a year of  serrice: 

b transportatlon for any of'the e~nployee 's  dependents \jllo t i a ~ e l e d  betneen the former PDS and the last 
PDS without golng to the eniployi~e's d ~ t u a l  ~esldenct. .  

c.  HHG shipment from the formel I'DS to the last PDS. and temporary storage; 

d. POV shipment or N'TS of the HHG,  unless an earned entitlement exists for the NTS of the HHG or 
return transportation of the I'O\': and 

e .  the mlscellancous expense allowanct. paid t\)i a transfer l i ax  a fornier to the last PDS 

The employee is also financially responsible for perbonal transportation and transportation for dependents and 
HHG from the employee's last PDS to the actual rcsidencc. The employee is financially responsible for any 
costs incurred by the Governnlent for these purposes. In these circumstances. however, the employee IS entitled 
to certain unused allowances accnied under a p r ~ o r  agreement under \i.hich the employee coinpleted the agreed- 
upon service period. The employce is ent~t led to unused al1on.anct.s for personal transportation and the 
transportatlon for dependents and HIIG i i~rc lud~ng  temporary storage) from the PDS at which the service 
requn-ement was satisfied to the actual residence. Since the emplo).ee did not use t h ~ s  entitlement, the costs that 
ivould have been incurred for that purpose are appllcd as a credit against the employee's financial 
responsibility, provided the employce is actually separated fro111 Go~,ernment  service. If the amount of  this 
credit is less than the employee's ti~iancial responsib~lit),. the difference remains the employee's financial 

Change 461 
311 104 



Employee 'Travel C4353 

responsibility. If the credit is larger than the liability. the difference is applied to the employee's costs of 
movlng from the PDS \vhere the employee failed to complete a year of service to the actual residence. If the 
amount available to be applied to these costs equals or exceeds the costs, the Government may procure and pay 
for such transportation in thll. If the amount available is less than the cost, the Government may procure and 
pay for the transportation. but must collect from the employee the difference between tlie total costs and the 
amount to be applied aigainst the costs. The employee may elect to pay the total costs and submit a claim for 
reimbursement for the applicable amount. .Additional penalty col~ditlons are prescribed for DoDEA teachers in 
par. C4352-E. 

3. When an Emvloyee Completes 1 or More Years But Does Not Complete the Specified Service. If an 
employee serves 1 or more years under a renewal agreement but does not serve the entire period specified in the 
renewal agreement, the employee IS not liable for travel and transportation allowances for: 

a. travel from the PDS at which the employee completed the previous tour to the actual residence; 

b. travel from the actual residence to the PDS at which the employee failed to complete the agreed-upon 
tour; and 

c. direct travel of dependents, and I IIIG shipment (including temporary storage) between the PDS where 
the employee failed to complete the agreement anci the previous PDS where the employee satisfied the 
previous agreement. 

However, if the PDS is different. tlie employee is financially responsible for the costs of personal transportation 
and transportation for dependents and MI-IG from the PDS at which the employee did not complete the agreed- 
~ tpon tour under the renewal agreement to the achtal residence. Credited against this liability, however. is an 
amourtt equal to the costs ot'transpoldng. from tlie former PDS at which the ser\ice requirement was completed 
to the actual residence. the employee's HI-I(; and any of the employee's dependents who did not accompany the 
employee to the actual residence for leave. prov~ded the employee actually was separated from Government 
seInzlce. These credits and any remaining liabtlitg. are computed as In par. C:4352-D2. 

E .  l'eachers in the DoDDS. In additton to the other penalties ibr violation of agreements. a teacher who fails to 
report for serwce at the beginning of tlic next s~l iool  year is financially responsible to the employing Military 
Department for an amount equal to any LQA that the ttacher may have received during the recess period between 
school years. A teacher also is financially responsible for the reasonable value of any quarters and'or storage 
provided during the recess period. 

C4353 COMPUTATIONS 

A. General. Computations of an employee's liabilities and credits. including those remaining from an employee's 
previous tour(s) of duty. niust be based on actual costs and'vr constructive costs (i.e.. the rates applicable at the time 
the employee fails to fdfill  the terms of the new agreement). 

B Mtlltary Seal~f't Conmand (MSC) and h i 1  hlob~lltv Command (AMC) Costs I he space-requued rate must be 
used in computtng MSC transportatloll cost and the common user taliff rate must be used In computing the AMC 
tlanspoltatlon cost If these rates are not a \a~lable  at the O C  Oh[  S actlwty, they may be ohtamed from the nearest 
MSC or AMC traffic officer. as appropriate Requests f o ~  MSC and AMC taitff lates should contain the travel dates 
and bansportation, term~nal pants .  names of persons concelned, and baggage welght 

C. Commercial Carrier Transportation C m .  Computation of conlmercial carrier transportation cost \vithin 
CONLS must be made on the basis of the Governnient cost. without tax, for the accommodations furnished under 
Chapter 2. Part E. The employee must be alloned appropriate credit for Government-procured transportation 
documents or nrholly/partially unused tickets that arc returned. 
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PART K: TRAINING C'OL'RSE ATTENDANCE: 

2.  dependent and Hl1(; t ransportat~oi~ to and tiwn the tsalnlng location (see pars. ('45 10 and C45 15). 

%'hen the training colu-he I S  In the 'area of the PIIS. thc foI!oning may be authorized I:\\\' par. C7101 

3. mileagc and r e i n l b ~ ~ r s c n ~ c ~ i l  o i ' k r ~ y  I;il-ch; hr~dgi,.  road  and tunnel tolls; and parkm: t ies :  and 

4.  conmion carrier transportL1tion c o s ~ s  r r~n~burscmcnt  

1. Transportation a n d  p'r diem 01 ; \ t .2s  n h ~ l c  tra\.cl~ng to a rrainmg locat~on at the beginning of the 
asslgnnient and return to the rcsiilenc: f i ~ l l o \ \ ~ i n ~  :rnmlng c o n ~ p l e t ~ o n  are the sarnt. as fbr travel to and from all 
'fI)Y assiynnients. 

2 .  If ail cmployee I S  itutl~or1/r11 per i i ~ m  01 :\Ii .\s but elects to commute bct\\een the training location and PDS 
residence. en route j ~ r  ifii'ni os At:A s c ~ m b ~ ~ r . ~ c m e n i  arid ro~irid-tr~p tl-ansportation ma>. not exceed the per diem 
01. tZEi \ s  a l l o n i d  ~f the crnp1o)ec. liad ~rcnla~ncd ar tlic traimng location (see par. ('40--). 

2.  \Vile11 round-trlp tiepcndcnt and f I1  l( i  transportut~on 1s a i ~ t l i ~ i . i ~ ~ d  and the eniployce and or dependents travel 
by pri\,ately owned automoh~le,  ni!leai:c re~rnburscn?-~it is a~itlios~zed ah in par. C'iOiO-..\. 

3. Ikpcnclent and HfICi ~.ounii-ts~p t r~nspor ta t~on  rim!. be changed to authorire per diem or AEA payment any 
t ~ m e  before transportation b q ~ ~ i r  \fiss transpc~l:Litron lxgini .  thc c m p l o y e  mtitlcment and C;o\.ernment 
obligation are iixed and ma! not be cl!mgt.,l ( ? O  ('amp. (;en. I40  ( 1059)) .  
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1.  per diem payment for dependent travel. 

2 .  a house-hunting trip. 

3. TQSE payment {Seepac C H I  15-B.), 

4. n~iscellaneous expense reimbursement, 

5. reimbursement for real estate transactions and unexpired leases 

C. Activity or Command Responsibility 

1 .  Transportation expenses are the financial responsibility of the activity or command that funds the training 
assignment. 

2. The activity or command having jurisdiction over the employee is responsible for travel-order issuance. 

C4515 KO RETURN TO OLD PDS 

A. Dependent and HHG Transportation 

NOTE: Dependent and HHG transportation allowarzces are authorized in Chapters 7 and 8. 

1.  An employee who: 

a .  attends a training program away from the PDS and is transferred to a new PDS after completing the 
program without returning to the old PDS, or 

b. attends a training program away from the PDS en route to a new PDS, 

may be authorized (instead of per diem or actual expense reimbursement while at the training location) 
reimbursement for the cost of  

c .  dependent and HHG transportation (but not per diem) from the PDS to the training location up to the 
total per diem or AEA payments that would have been received at the training location; and 

d,  dependent and HHG transportation and per diem from the training location to the new PDS up to the 
cost of dependent and HHG transportation and per diem from the old to the new PDS. 

2 .  When dependents and HHG are moved to the tralnlng location and then to a new PDS, transportation at 
Government expense may not exceed the travel and transportation cost for the dependents (including en route 
per diem) and HHG from the old to the new PDS (52 Comp. Gen. 834 (1973)). 

B. Mileage Reimbursement. For PCS mileage reimbursement when an employee andlor dependents travel by 
privately owned automobile see par. C5050-A. 

C. Real Estate Transactions 

1 .  If an employee is notified of selection for a tralnlng program and subsequent transfer to a new PDS (without 
returning to the old PDS), the employee has been notified of a transfer to a new PDS for the purposes of 
Chapter 14. 

2. Before the training begins. selected employees should be issued PCS orders assigning them to the training 
program and stating that they are being transferred to a new PDS after training is completed. These orders 
establish the employee's entitlement to real estate transaction allowance reimbursement in Chapter 14. 
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9 a per dlem prescribed in par C 4 \ 6 2  for consul~ants. experts, and p n \  ate ~ndivlduals (~ncluding members of  
the ROTC)  apphes: ol 

10. an AEA has been au thor~ ted  for the TI)\' assignment under pat. ('4600 

Under the lodgings-plus system, the per diem a l lo~\anc i  for each traiel daq is the actual amount ths tra\elel pays for 
lodgings plus an allowance fol M&IE, tlw total may not exceed the applicable maunium pel diem rate tor the TDY 
locatlon The rules In pars C4553-B. (4553-C. ('-15q 3-13. C4i53-E and C355:-F appl! in the speclfic situations 
descllbed 

B. Maximum Per Diem Rates 

1 CONUS T r a ~ e l  M a u i n u m  pel diem late5 to1 C O \ I  S tralel are at 
Ittt~://www.rllic.nril/~erdiettt/l~drforn~.Izttnl. For ( O \ b S  locatlons not spec~ficall> llsted or enconlpassed by 
the boundaries of a liited locatlon (count> a ~ e a )  the S tandmi  COLL'S per diem rate applles See par CJ550- 
E3 or kttp://www. dtzc.mil/perdiem/~~drform.htittl tor the current Stmdard COUI S pel dlem late 

2 For OCOXUS Tia\  el I he maxlnnlm pcl diem I ates prescribed in 
http://wn~n~.dti~nriYpertliem/oprlrfor.,~.lttntl applq to OCONTS travel 

a.  CONLS. The Standard C O S L S  per diem rate (see par. C4550-E3 or 
http://~vw~v.dtic.mil/perdiem~~drfor~t~.Irt~t~l for the current rate) is the applicable nlaximum per diem rate 
for CONUS tra\.el in connection a.ith: 

( I ) travel to a first di~ty statlou fill a nen  I! rccni~ted employee or appointee. 

( 2 )  travel incident to a PC'S 

(3)  renewal agreement travc.1: 

(4)  separation travel: and 

(5)  while occupying temporxy quarters iCsct.pt v.hen a fixed TQSE is a~1thorizt.d under Chapter 13, 
Part C). 

The locality rates listed in http://~~~n~n~.~ltic.ttzil/~er~ii~'t~~/~drfi)rttz.I~tnzl apply for the entire trip ~vhi le  performing 
travel to seek a permanent res~dence (house-hi~ntiny) \vithiii CONITS.  

b O C O N b S  The locality late\ p les i r~bed   to^ O C O h l ' S  locatlons In 

Itttp://www. dtic. m il/perdiem/o~drfr)rm. html apply f o ~  OC'OUI S 

( 1 )  travel to a first duty statlon to1 a nenl! l ec lu~ted  employee or appointee. 

( 2 )  travel incident to a PCS. 

( 3 )  renewal agreement trai.~,];  

(4) separat~on travel: 

(5 )  tra\,el (for the cntlre trip I to scek permanent rcsldence (house-hunting): and 

(6)  while occupy~ng t e m p o r q  quarters at an 0C'ONL.S location 

4 .  Per Diem when TDY or PIIS Location Is a Reserwt~on .  Stat~on.  Other Established Area or Established 
Large Reservation Subdi~ is ion .  When the 'TDY point or new PDS is a resenration, station. or other established 
area (including established large resetixtion s u b d i v ~ ~ i o n s  (e .g. ,  McGuire AFB and I;[. Dix))  that falls w i t h ~ n  two 
01- more corporate clty litnits (e ,g. .  the districts o f  Ilonolulu and any other such as Ewa. Haua i i )  or crosses 
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recognized borders (e.g.. Ft. Canlpbell IS in Tennessee and Kenh~cky),  the per diem rate is the locality rate 
specifically listed for the reservation, station or other established area. When the location (reser\~ation, station 
or  other established area) is not specifically listed in the pcr diem tables ( / r t t p : / / ~ + ~ ) v ~ v . d t i c . i ? i i l / ~ e r d i e n i / ~ d ~ ,  
the per diem rate is the rate applicable to the location of the front gate for the reservation. station or other 
established area. 

C.  Per Diem Allowance Elements 

1. Maximum Lodging Expense Allov,mce. Per diem rates include a n~aximuni  amount for lodging expenses. 
Reimbursement may not exceed actual lodging costs up to the applicable niaxin~uni amount. Receipts for 
lodging are required (see par. C13 10). 

NOTE: The maximum amount allowed .for lodgirtg in tire Uirited States and nottTforeiglt crreas (see 
http://ww w. dtic. mil/nerdiem/ratein fo. html) rloes not inclirrle (111 (mount ,  for lor!piug tuxes. Taxes on lodging 
in the Uirited States and nonTfiweigrr OCONUS areas arc a separate{lj reimbursable trawl q e r t s e .  The 
mnrirn um amount allowed for lodgirrg iin foreign areas (see Iittp://www.dtic. ntiUperdient/ratei~zfo.lttnl) 
irrcdudes an amount,fhr lodging tases. Taxes or1 lodgirrg in ,fi)r.eitylr nrcws rive not soparate!)' reimbursable. 

2. Meals and Incidental Expenses IM&IE) Allouance. Per diem rates include a fixed allon.ance for IM&IE. 
The hISr1E rate, or fraction thereof, is payable to a traveler without itenmation of expenses or receipts. (See 
par. C4557 for reduced incidental expense allowance when Government quarters are available on an OCONUS 
Goverrment installation.) The PMR or GMR (par. C4554) shall not apply for the first and last day of  travel. 
NOTE: TItc cost for laundry, rlty cleaning and pressing of clotlriirg is a separately reirttbursable expense in 
aridifion to per diem/AEA when trawl is witkirz CONUS artd rcquires at least 4 corlsecrrtive nights TDY/PCS 
o y i  i t  C O N .  Tile cost ,for laundry, dcr c*lealriirg airrl pre.s.sirzg of dotlrirrg is trot separate/-y 
r.~imbul:sable travel expmse , for. trawl OCONIIS curd is in clrrrlcrl as a scim bursable e.s/lc~r.sc within the A EA 
a~rtlrorized/appro~~ed,fnr travel OCOil'llS. The PMR or GhlR shall not apply for the first and last day oftravel.  

D. Per Diem Allowance Computations. I h e  per diem allowa~ice must be calculated using the rules in par.C4553- 
Dl  and C4553-D2. 

I .  m Y  of More than 12 Hours but Not exceed in.^ 24 Hours. \\llc.n a travel p e r ~ o d  (entire trip) for which per 
diem has been authorized is more than 12 hours but lcss than or eq~la l  to 24 hours, per dieni for the entlre trip is 
calculated as indicated in pars. ('4553-Dla and C'3553-DI b. N o  deduction is made for meals. 

a.  Lodqinr! Kot Required. If lodging 1s not reqiured. per diem for the entire trip. whether performed 
\\.ithi11 one or two calendar days. is 75% of the TI>Y location M&IE rate for one day. If more than one 
TDY point is inwlved.  per diem is calculated using thc highest of the M&IE rates prescribed for the TDY 
locations (see par. C4565, examples 4 and 8)  

,VOTE: Per diem pr~ymertt irrrclerpar. C4553-Vla may he t s a h l e  (ref; IRS Re,: Rul. 68-663 & 26 CFR 
$41 6 2 - 2 ( ~ ) .  

b .  L.o&lng Kequ~red.  If lodglng IS requl~etl. the rules fol tra\ el of more than 24 hours apply. 

2. Travel of More than 24 Hours. fhe applicable niaxi~num per dieni rate for each calendar day of  travel is 
determined by the travel status and the employee's TIIY location at 2400 (midnight) and n.1iether or not lodging 
is required at the location. \lThcn lodging 1s required, the applicable maximum per diem rate shall be the 
maximum rate prescribed for the TDY location. or a s topo\w point n.1ic1-e lodg~ng is obtained while e n  route to, 
from. or between TDY locations (see par. C4553-U3 for ~uauimuni per diem rates applicable to I T S  travel and 
par. C'4555-R for rules on lodging location). Only one maxi~nuni  ratc shall be applicable to a calendar day. 
Tlie rules in pars. C3553-D2a: C4.553-D2b: C4553-D2c; C.1553-112~1: C4553-D2e. and par. (-4555-C' (lodging 
obtamed after midnight), and par. C4.558-I: (travel by con~mcrcial vessel) shall be applied i n  calculating the 
allo\vable per d ~ e m  for travel of more than 24 ilol~rs. 

a.  Day Travel B e e m  
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(1 )  Lodginr. Required. When lodging is required on the day travel begins (day of departure from the 
PDS, home. or other authol-ized point), the per diem allowance IS the actual lodging cost incurred by 
the traveler. up to the maximum lodging rate prescribed for the stopover point or TDY location (as 
appropriate). plus the appl~cable M&IE sate prescribed for that location as provided ic par. C4553- 
D2e. If the traveler arrirPes ~t a TDY locat~on on the first day, the TDY location per diem rate applies. 

( 2 )  L o d r ~ n a  Not K e ~ u i r e d  U'hcn lodg~ng 1s not ~ e q ~ u r e d  on the da! traxel begins (day  of departure 
fiom the official m t i o n ,  home or other ,iuthor~zed pornt). the pel diem allonance 15 the TDY 
destination M&IE rate as p ~ o \  idecf in pal C4553-D2e 

b .  Full Calendar Days of  Travel 

* ( I )  Lodging Required. I,or each full calendar day an employee is in a trayel status and lodglng is 
required (whether en route or at the destinat~on). the per diem allo\vance IS the actual lodg~ng cost 
incurred by the traveler. up to the applicable maxlmum lodging rate prescribed for the stopover point 
or T D Y  location, plus the applicable MRrl H rate. 

( 2 )  Lodging Not R e ~ u i r e d .  For each full calendar day a traveler is in a travel status and lodging IS not 
required (such as n hen a trnvelcr 1s en rollte overnight to the nest dcstlnation). the per diem allo~vance 
is the destination hl&IE ratc. 

c .  Returning from Tra\.el 

( 1 )  Lodning Kequired. For each full cdlcndar day of travel when lodging 1s required at an en route 
location while the employer. is returning to the I'DS, home. or other au~horized point. the per diem 
allowance IS the actual lodging cost, up to the applicable maximum lodging rate for the stopover point 
or TDY location (as  appropriate). plus the applicablc .V&IE rate. 
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Emplovee Travel C4553 

(2) Lodging Not Required I.ol any full calendar da) of t r a e l  \then lodging 1s not r e q u m d  \$h~le the 
traveler is en route o\elnlght ieturnlng to the PDS. homc. or other u t h o r u e d  point. the per diem 
allowance la the M&IE rate appl~cable to the preceding calendai cia) 

(3) Dav Travel Ends Foi the da) t r d ~ e l  ends (day t r a \ e l e ~  returns to the PDS. home, or other 
authorized point), the per d ~ e m  allo\iancc 1s the M&IE late dppllcable to the last TDY or authorized 
delay point (see par C4553 D2e) 

( 4 )  L o d g n r  Requ~red  o n  the L)a\ Tlakel Ends Lt'hen lodgmg 1s lequired on  the day t ~ d \ e l  ends and 
the order-lssulng off ic~al  aiithollzes approbes the employee to ohtam lodging, the lodglng allo\tance 
shall be based on the locaht\ late, or AEA ~f appropriate to1 the en loute I DY slte 

NOTE': The per diem rates prescribed for PDT itr pcrr. C4553-B3 rqydy ~vlren cotnputitlg per diem it1 
pars. C45.53-D2d(1) House-Hutrting Trip, C4553-D2d(2) Eti Roirtr Trawl to Yew PDS, C4553-D2d(3) 
Retwwal Agreement Travel, atrcl C4553-D2(1(4) Separatiotr 7iwvel. 

( I )  House-Huntinv Trip. The rules in pars. C'45.53-DZa: ('4553-D2b and C4553-D2c apply \?.hen 
computing per diem allowances for housc-hunting trips (see par. ( '4107), except for deternming the 
applicable rates (see 'VOTE above). 

(2)  En Route Travel to New PDS. Except for determining the applicable rate (see NOTE above), the 
rules in pars. C4.553-D2a and C4553-D2b apply ~ v h e n  computing per diem allowances for en route 
travel to a new PDS. The hl&IE rate (set Iittp://~vwti~.cltic.ttiiUp~rdiem/udrates.html for current rate), 
applicable to the near  PDS on the day of' arrival at that location. or the standard CONUS M&IE rate, as 
appropriate, applies as provlded in par. C4553-D2e. LVhen t r a ~ e l  begins and ends on the same day, the 
rule in par. C45.53-D2a(2) applies and the M&IE rate applicable to the new PDS, or the standard 
CONUS M&IE rate (See htt~~://~i~~vtodtic.ntiUperdiettr/pdrates.lrttrzI t'or current rate). as appropriate. 
also applies in par. C3553-D2e. 

( 3 )  Renewal Agreement TI-&. Except for deterininlng the appl~cable rate (see NOTE above), the 
rules in pars. C4.553-D2a: ('4553-D2b: and C4557-D7c apply \\,hen ill1 employee performs renewal 
agreement travel to the actual place of residence and return to the old or new PDS. Employees are 
entitled to per diem for renewal agreement travel onll. a l i ~ l c  tra\,eling to the actual place of residence 
and from the actual place of residence to the old or new PDS. but not \x.hile at the actual place of 
residence. When the provwons in par. C4.553-L)2c(l) do not apply and pars. C455.3-D2c(2) and 
C4.553-D2c(3) are used to compute per d ~ e m  incident to return from renewal agreement travel, the 
M&IE rate applicable to tht. employee's actual plact. of residence (see par. C4553-R? for applicable 
rates) applies in lieu o f  the rate applicable to the preced~ng calendar day. 

(4)  Separation Travel. Except tor determining the applicable rate (see NOTE above), the rules 111 pars. 
C45.53-D2a and C4.553-D2b apply \\,hen computing per dlem a l lonmces  for all en route travel to the 
actual residence incldent to separation. 'The .\I&IE rate applicable to the actual residence on the day of  
arrival at that locat~on,  or the standard C O N ' S  M&IE rate (see 
http://~t~ww.dtic.rniUperdiem/~~d~ates.Ittml for current rate). as appropriate, applies as provided in par. 
C4553-D2e. When travel bvgins and ends on the same day, the rule in par. C'4.553-D2a(2) applies and 
the M&IE rate applicable to the actual residence, or the standard C'OSUS M&IE rate (see 
htt~://~t~n~wdticmil/~erdiem/pdrate.s.htttrl for current rate), as appropriate. also applies as  provided in 
par. C4.553-D2e. 

e Dav of  Departure and l )av  ot Retuln to PIIS l h e  applicable M&IE rate prescribed In 
Irttu://www. dtic. m iVperdiem/opdrfortn. htnr l arid, Irttp://~r~~rw. cltic. ttr iUuerdiem/pdrform. h t d  1s author~zed 
at a flat 75% on the day of  departure fro111. and the dal  of leturn to. the PDS In connection a l t h  TDY, and 
In connection w t h  PCS tlaLel 

E Computmg Per Diem u h e n  (rossinc Internatlonai Ildtellne (ID1 ) 4ctual elilpaed tlme 1s used lather than 
calendd~ days In computing pel dlem nlien cro5slng the I D L  ( 1 SO"' mer~iilan) Tlie IDI. is a hgpothetlcal h e  along 
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the 180 '~  meridian where each calendar day begins. For example, when it is Sunday just east of the IDL it is 
Monday just west of the IDL. (See 39 Comp. Gen. 853 (1960).) 

180 degrees 
IDL 

I 

See par. C4565, Example 3, for per diem computation method. 

F. Mixed Travel Reimbursement. "Mixed travel" occurs when official travel within a single trip is sub,ject to 
payment of per diem under the Lodgings-plus system and an AEA under the actual expense system. Reimbursement 
is computed under only one system for each calendar day except when par. C4710 or C4622-C, applies. When 
actual subsistence expense reimbursement for certain travel days is intermittent with the per diem method for others, 
par. C4624-D governs. 

Effective 1 October 2003 
C4554 PER DIEM RULES CONCERNING MEALS 

A. Determination of M&IE Rate 

1. Full Day 

a. CONUS 

(1 )  applicable locality rate (see http://www.dtic.ntiW~)erdie~n/pdrfornz.html). 

(2)  the standard GMR, plus $3 for incidental expenses on any day all three meals are consumed in a 
Government mess, or 

(3) the PMR on any day when at least one, but not all three, meals are consumed in a Government 
mess. The PMR plus $3 for incidental expenses. 

b. OCONUS 

(1) applicable locality rate (see http://www,dtic.miUperdiern/opdrform.IztmC). (use $3.50 for the 
incidental rate, when quartered on a U.S. installation and a Government mess is not used. instead of the 
incidental expense rate for the locality concerned see note below on incidental expense)), or 

(2) the standard GMR for meals in a Government mess plus the llicidental expense rate (see note 
below) on any day all three meals are consumed in a Government mess, or: 

(3) the PMR plus the incidental expense rate (see NOTE below). The P.MR applies on any day when 
at least one, but not all three meals. are consumed in a Government mess. 
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Emplovee Travel C4661 

IVOTE: The per dient/mileage rates r~serl in the following e.ranrpke(,) are for illustrative purposes onlj) and may 
not reflect cnrrertt rates. Par. C2.500 prewrihc\ current TD I' ntiletigc rate: and par. C250.5 prescribes current 
PCS nz ileage rates. f i r  crrrretjt per Jieiri rote\ go to http://www, iitic. nt il/~erJienr/~drates. html. 

EXAhIPLE 
1 An employee 1s authorized I'DY 111 Jachsonvllle. FL, from a PLIS In Boston. M A  

2 The employee elects to ha\el bq pri\ately ovcned automobile (not adkmtageous to the Government) 
Mawmum per d ~ e m  late (MPDR) fol Jdcl\\on\ille EL., at the time of the TDY assignment was $99, M&IE rate 
w a i  $34 and the maumum lodglng amount (VILA) 565 A ~ t u a l  lodging cost at Jacksonville, FL. mas $40 

Total Constructed Travel Cost by Common Carrier  
(including per diem on days of travel to and from Jacksonville, FL) 

-- - --a I Day of travel to Jacksonville, FI.. 
i 75% of M&lF rate for Sacksonville. FI.. plus lodging cost. i I 
1 $25.50 (75% X $24) plus $40 lodging cost. 1 65.50 ' 

I 1 I 

/ Day of Return to Boston, MA. 
: 7590 of M&IE rate for Jacksonv~llc, FL, 
, $25.50 (75"L X $34). 
I 

Total Constructed Cost ) S263.27 / $263.27 / 

Effective 1 January 2004 

"Total Cost of Actual Travel by Automobile ---- 
TDY hlileage & Tolls 
2,325 miles ici $0.375 per mile (~ound-tllp) - -- - $871 88 
Tolls --- - -- -- .- 

12.00 
Total Transportation Cost -- -- -- S883.88 $883.88 ---- 

Per Diem bor I r n e l  to  .lackson\ille, FL -- - - -- -- 
Da! ot Departure (1st Da)) 
75'5,) of \I&IE late tot lodging locdt~on or1 l i t  d d \  plus !otig~ng i o i t  

S23 25 (75% Y $531) plus $35 lodgi~lg co5t 
Total h T F  the m a u n u m  per d ~ e m  rdte - to1 locat~on of lodging \85 $58 25 
Second Da! i I 

M&IL rate for lodging locat~oil on 2"" da! pluh lodging iost 
$3 1 plus $39 Iodgmg cost 1 
Total YTE the maximum per &em rate fol locatlon ot Iodglng S S 5  -- -- 
Third Da j  (1)a) of arrival at  Jackson,ille. FI,.) 
MRII late f o ~  Sackson\ ~ l l e  plus lodging iost 
$ 7  l 40 lodgmg cost 
rota1 UTL the nlaximum per diem rate tot J~cl \ ion\  i lk  F I  $90 -- -- -- - -- -- 71 00 
Per Diem C'o%t tor travel to Jackson\illr. FI, -- - - - - -- -- -- - $199.25 
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Per Diem for Travel from Jacksonville, FL, to Boston 
Departure Day from Jacksonville, FL (1st Day). 
M&IE rate for lodging location on the 1st day plus lodging cost. 
$3 1 $39 lodging cost. 
Total NTE the maximum per diem rate for location of lodging $85. 
Second Day. 
M&IE rate for lodging location on the 2nd day plus lodging cost. 
$3 1 + $35 lodging cost. 
Total NTE the maximum per diem rate for location of lodging $85. 

Third Day (Return Day to PDS). 
75% of M&IE (Same as rate for the en route stopover pomt on the 2nd day. $23.25 
(75% X $3 1) 

3, Since the cost for actual travel performed (i.e.. TDY mileage and per diem) exceeds the total constructed 
cost, the total allowable is limited to the total constructed cost of the conlrnon carrier transportation. including 
constructed per diem. 

Per Diem Cost for Travel from Jacksonville, FL to Boston 
'Total Cost of Actual Travel by .4utomobile 

4. In this example, the total amount due for travel is $263.27. plus the per diem payable for the TDY period at 
Jacksonville, FL. 

5 .  The 12-hour prohibition does not affect the time en route because the combined per diem for travel and TDY 
assignment exceeds 12 hours. 

$159.25 

C. Mixed Modes 

$159.250 
$1,242.38 , 

NOTE: All official travel must he arranged it1 accordarlce with prrr: C2207-A; C2207-8; and reimbursed iti 
accordarzce with par. C2207-0. 

I .  Advantageous to the Govern-ma 

a If an employee IS authorized POC t~avel  as advanta~eous to the Goternment and travels partly by POC 
and partly by co~lllnon carrier. the employee IS ent~tled to 

(1)  the authorized m~leage rate fol the distance traleled by 1'OC. 

(2) the cost of transportation purchased through a C'TO, nrid 

(3) per diem for actual travel 

The total amount may not exceed the mileage plus per dleni for the ordered travel 

b. The authorizingiorder-issuing official may authorize. or the travel-directing!approving official may 
approve, actual travel cost (mileage plus the cost of transportation purchased plus per diem for the ordered 
travel) \vhen justified in unusual circumstances. 

2. Not Advantageous to the Government. If the enlployee is not authorized POC travel as advantageous to the 
Government and travels partly by POC for personal con\renience and partly by common carrier, the employee is 
entitled to: 

a the authorized nuleage late for the dlstance tla\eled by PO(', 
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b. the cost of transportation purchased through a CTO. and 

c. per diem for actual travel. 

The total amount may not exceed the cost of constructed transportation and per diem (see par. C4661-B3) for 
the ordered travel. 

C4662 SEE CHAPTER 4, PART N2 
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Travel of Employees C4677 

1. Employee's daily TDY lodging cost u a s  S45. uhich. a h e n  added to the applicable meal and incidental expense 
rate of $3 1 equals $76 (does not exceed the TDY location 590 maximum per diem rate) 

2 Constructed C o ~ t  Applying the $76 pel diem, ~ h i c h  mould hace been allonable had the employee remained at 
the TDY location, the employee vould be ~uthorl7rd a total pel d ~ e m  ot S228 f o ~  Fitda). Saturday and Sunday ($76 
pel day x 3 days - $228) 

3. Actual Cost: 

location (75% of $3 1) - $45 1 $ 68.25 
1 $231.50 

I Per diem for day of return to the PDS on Friday 75% of $3 1 
Cost of round-trip transportatioil 

4. Since the actual cost of per diem and tlie tldnsportat~on ($231 50) for trmel to the PDS and leturn exceeds the 
constructed cost of per diem ($228) the employee nould have been authorized if the employee remaned at the TDY 
location, the employee is ~ e ~ m b u ~ s e d  $228 

$ 23.25 1 
$140.00 I 

5. Using the same example, in a situation in which an employee accompanies another employee who is driving a 
POC, and assuming the same conditions appl>r, the employee driving the POC may be paid the round-trip mileage 
and per diem in the amount of $23 1.50. This payment is based on the additional per diem that ordinarily could have 
been claimed by the accompanying passenger einployee if the employee remained at the TDY location. ;VOTE: 
Mileage is rzot paid to the passenger. See par. C4661-B5. 

6.  If each employee's per diem IS taken into account, tlie maxlmum per diem payable \\.odd be $456 ($76 x 3 days 
= $228 r( 2 employees). 

7 .  If the round-trip transportation cost for the tn.0 employees 1s $140. the complete travel cost (i.e., per diem and 
round-trip mileage for the dri\,er enlployei. and per diem for the passenger employee equal to 9323) (523.25 per 
diem for Friday + $68.25 per diem for Sunday == S91.50 x 2 people = S 183 per diem - S 140 transportation = $323) is 
payable. The driver receives $271.50 and the passcngcr recei\.es S'91.50 Thest. also is a $133 savings to the 
Government (S456 - $133'1. 

EXAXIPLE 3 

I .  An employee is assigned to a TDY location. The travel authorization does not require the employee's daily 
return to headquarters. The employee voluntarily tra\rels to the p l x e  of abode each u.orkday. No lodging costs are 
incurred at the TDY location. The one-waq distance betneen the PDS and TDY location is 75 miles. The employee 
travels by POC. 

2 If the employee had remained at the TDY locat~on. tlie employee could ha1.e incurred lodging costs of $40 per 
day and \sould have been authorized per d ~ e m  of '571 ($3  1 t 940). ahlch 1s nlthin the TDY location $90 maximum 
per diem rate 

3. The $71 is used as the maximuin constructed anlount that can be reimbursed for the round-trip travel bet~veen the 
TDY location and the PDS. To deteimlne the per diem payable. a cost comparison may be made as follons: 

F~TINERAWY I 

a j Depart PDS ( 0600 
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Travel of Emplovees C4677 

Wed / 10117 1 depart PDS 1 0600 
Wed 1 10117 / return PDS 1 1830 

Effective 1 January 2004 

Thurs 
Thurs 

I "PER DIEM AND MILEAGE FOR ACTUAL TRAVEL PERFORMED 

10118 / depart PDS 
10118 / return PDS 

Effective 1 January 2004 

0600 
1830 

*CONSTRUCTED COST TO THE GOVERNMENT 

Mon 

Tue 
Wed 
Thurs 

Mon 1 10115 1 75% of $3 1 (M&IE Rate) plus $40 (Lodging cost) 1 $ 63.25 
Tue 1 10116 1 $3 1 (M&IE Rate) plus $40 (Lodging cost) 1 71.00 

75% of $31 (M&IE Rate) (par. C4553-D) 

75% of $3 1 (M&IE Rate) 
75% of $3 1 (M&IE Rate) 
75% of $3 1 (M&IE Rate) 

10115 

10116 
10117 
10118 

$ 23.25 

23.25 
23.25 
23.25 

Four round trips of 150 miles each @ $0.375 per mile 
Total Per Diem & TDY Mileage for Actual Travel 

Total Constructed Cost 1 $284.75 

$ 225.00 
$318.00 

Wed 1 10117 1 $3 1 (M&IE Rate) plus $40 (Lodging cost) 
Thurs 1 10118 / 75% of $3 1 (M&IE Rate) 
One round trio of 150 miles @ $0.375 ~ e r  mile 

The employee is reimbursed $284.75 since it is the lesser amount. 

71.00 
23.25 

S 56.25 

EXAMPLE 4 

AEA Comparison 
/ Arrive TDY 

Sun 1 1017 1 AEA Authorized NTE $90 I 
Fri 
Fri 
Sun 
Sun 

1. The maximum AEA payable at the employee's TDY location is $90 a day. This is used in comparing the actual 
expenses for the round-trip travel and what would have been payable if the employee remained at the TDY location. 

Fri / 10119 
Fri 1 10!19 

2. If transportation costs plus AEA (both en route to and from the PDS and while at the TDY location on Friday 
prior to departure (breakfast, lunch, incidentals) and on Sunday after return (lodging)) amount to more than the 
employee would have received by staying at the TDY location. reimbursement is limited to $270.00, i.e., what the 
en~ployee would have been paid for remaining at the TDY location. 

10112 
10112 
10114 
10114 

Depart TDY (TDY completed) 
Arrive PDS 

3. If the expenses incurred with voluntary return travel are less than the maximum payable, reimbursement is the 
lesser amount. 

Depart TDY (voluntary return to PDS) 
Arrive PDS 
Depart PDS 
Arrive TDY (same TDY location) 
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Emplovee Travel C4720 

PART 0: RE[RlBURSARI,E TRAVEL EXPENSES 

Reimbursement, in addition to authorized per diem or ,~ctual subsistence expenses, may be al lo~ved for the items 
described in this Part. Each item claimed should be ~ d e n t ~ f i e d  on the reimbursement voucher. Li'hen items are not 
authorized In the travel order or otherwix.  adn in~s t l -a~ i \x  approval of the reimbursement voucher by the travel- 
appro\.ing.'directin~ official 1s authority f o ~  payment 

C4705 COMMUNICATION SER\'ICES (FTR $30 1 - 12 1 ) 

Governnient-owned or (io\~ernment-leased sen ices  shoulii be used f i ~  official communications. Conlniercial 
conununications services may he used n.hen t io \wnment  ser\,icrs are not a\.ailable. The authorizing order-issuing 
official may determine that certain communications to a traveler's home f a m ~ l y  arc official. These comniunications 
must be only to advise of  the traveler's safe an-ivai. to ~nforni  or inquire about medical conditions. and to advise 
regarding changes in itinerary. The autlior~zing 'order-~sb~ilng official sllould limit these communications to a dollar 
amount in advance of  the TDk' so the travcler is a n x c  of the limlt. C'harges for connections used for computers for 
official Government business also are reirnbursable. 'I 11c tra\.el approvmg~ciirectlng official may appro\.e charges 
after the T D Y  n.hen appropriate (GSBCA 14554-TR.AI'. :lugust 18. 1908). See par. C1720-R4g. 

C4710 REIMBITRSEMENT FOR OCC ASIOYAI. RIE.AI,S .ASI)IOK LODGING (FTR $301-1 1 1 ) 

Even if lodging atidlor ~i ieals  are himished without cost (o r  at a nominal cost) for a particular TDY assignment of 
more than 12 hours, an employee ma! Incur c\;penaes fix occasional meals anti or lodgings. The trai.el 
approvingidirecting official may authorize appro\.c ihc actual amount p a ~ d  up to the P l l I i  ( n o  incitiental expenses) 
in par. C4554-A fbr meals a n d o r  paymiant f o r  lodg~ng up to the niasimums (see 
Itttp://~~wn:rltic.nriVpenlienz/pdraters.lztml) \ \hen the tr-aveler is requ~red to purchase these Items \\,hen not 
authorized per diem. See Chapter 4. Part 11 ~ f t h e  lodg~ny meal costs exceed the maslrnunl rates. 

C4720 MISCELLANEOITS EXPENSES (FIX b301- 10. $301- 12. and q302-16) 

A. General. Reimbursement IS authorized for neccssuy t rawl  and transportation related miscellatzeoi~s expenses 
incurred on official business. These include: 

1. Costs of  traveler's checks. money orders. or cert~tied checks for up to the estimated per diem. 2nd or AEAs. 
and travel expenses for the authorized travel: 

2. Administrative fees ibr A'I'M use to obta11-1 mone). \v~ th  the ( io \ . e r t~n~en t - s~~o~isore ( i  Contractor-i\sued Tra\,el 
Charge Card up to the amount authoriyed for a cash : ~ d \ m c e  f i r  the t r a ~ ~ l  concerned: 

3. Passports and visas fees (~ncluding photographs) for O(-'ONLS travel; ('These tspcnses do not ~nc lude  any 
fees or charges for legal ser\.lces even though local 1au.s or custom ma>, reqwre the use of la\\r).ers to process 
apphcations for passports. visas. or changes In status 

NOTE: Travelers ordinarily travel on a noTfi.c pa.\.sport. Ho~vever, ,fiw t r a ~ ~ e l  on an official order to anrl/or 
,fr.onz high threat areas or high risk airports (sec Appeiidh .Y) by conzmercial nir find rrmw1er.s are nutlzorized 
to obtain and use regular fee passports, fms for these passports (ire reimbur.sable. Tlzosc traveling solelj~ by 
rnilitaq, air or AMC charter flight are not rc~itttbrrrscd ,for regdar  ,fi?e pussports lrn1es.v Government 
transportatio~z hecarne available on dzort notice (that is, after conzr?~ercial travel arrangements had been 
made and a passport purchased) or thc trawl priori!), is s u ~ ~ c i e t z t l ~ ~  high to require backup travel 
arrangem ents. 
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4. Costs of birth certificates or other acceptable evidence o f  birth for OCONUS travel: 

5 .  Taxes on lodging in the United States and rrnn-f)rei,q~r OCONUS areas. limited to the taxes on 
reimbursable lodging costs (for example. if a traveler IS authorized a masimum lodging rate of  3 5 5  per night, 
and the traveler elects to stay at a hotel that costs $1 10 per night. the traveler may only be reimbursed the taxes 
on $ 5 5 ,  which is the maximum authorized lodgmy amount): 

NOTE: Taxes for lodging in,foreigrz areas are part ojper rliertr/AEA arztl arc riot separately reirtrbiirsahle. 

6. Fees for: 

a Currency conversion, NOTE: Travelers arc not aiithorizrtl reimhiirsemetit for losse,, /lor lirrhle for 
gains resulting from ciirrerrcj9 corrversio~ls (63 Comp. (;err. 554 (1984)); 

NOTE: Travelers who pay with credit cards,fi)r OCOR'US ~ y e r z s e s  may desire to check rvitlr the credit 
card vendor to see what the,firzal bill is in U.S. curre~zcj~ prior to travel claim suhmissiorl. TIrej~ can then 
rise the currency exchange rate at which tlre credit crrrtl hill was settled to determirze OCOIVUS e.xpenses. 
Travelers, however, may have to suhnlit travel vouchers prior to having access to the actiral amount 
hilled 012 the credit card. FZllren tlre actual amount i~z ICS. cilrrency is riot krrow~l iirztil after the required 
travel claim submission date, travelers .sho~tld make themselves aware of a ~ t y  firtancia1 regrilatiom that 
require submissiorz of a siipple~ttental voucher if the nmoirrrt(.s) siihmitterl as expenses di f f r (s)  from the 
actual amount billed on the i~zitial travel claim. 

b .  Cashing U.S. Government checkddrafts issued for evpcnse reimbursement for travel in foreign 
countries, (this does tzot permit cashing salary c11ecks:drafts): 

c. Airport transit, services chargesitaxes. landing, port taxes, embarkatioit/debarkation or similar 
mandatory charges assessed against travelers on arrival!departure from carrier terminals \vIien not included 
in ticket cost (52 Comp. Gen. 73 (1972)): and 

d. Energy surcharge andtor resort fee (when the Ice IS not opt~onal) :  

7 .  CTO service and processing fees: 

8. Transportation-related tips for taxis. limousines, and eourtes>, transportation: ( F T R  $301-10.12 1 ) 

9. Transportation costs to and from the transportation term~nal  (scc  ('hapter 2, Part C);  

10. Any additional costs of  paper tickets \vhen authorized approved by the autllorizing!order-iss~~iiig official as 
necessary to meet Government requirements (e .g. ,  potential xvork stoppage by the airline or special 
circumstances involving international trajvl to foreign co~~nt r ies ) .  ,NOTE: Pajirzg,fbr p p e r  ticmliets .soirght by 
employees for personal converzierzce is tltc,fi~rarzcial resporr.sihili[~~ of the emploj-ee.; 

"1 1 .  Excess baggage transportation costs if a p p ~ o i  cd aftel t ~ a \  el complct~on by the A 0  aftel P C  S TC'S tiat el, 
but may not be authorized in advarrce ojtravel (see also par C2304-C). and 

12. Similar travel and transportation related espenses (i.e.. Do not reinrhurse mission-related or personal 
expenses which include batteries, tools, film, gifls ,fhr child care, horrse care, pet caw, hotel cortcier,ge, or 
workout room/&vn fees.) 

B. TDY Travel. In addition to the expenses listed in par. C4720-11, re~mbursable expenses for travelers on TDY 
include: 

1 .  POC transportation costs to and from the transportatloti tcrm~nal  (see par. ('4657-B); 

2. Parking fees at the transportation terni~nal (while I 'DY). NTE the cost o f tas i  fares (including allo\vable ttps) 
for one round-trip to and from the terminal (see par. ('4057-13): 
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CHAPTER 5 PERMANENT DUTY TRAVEL 

PART 0 :  TEMPORARY CHANGE OF STATION (TCS) (FTR $302-3, subpart E) 

C5700 GENERAL (FTR 5302-3.404, 302-3.500, 302-3 502) 

An authorizingiorder-issuing official may authorize a TCS with limited PCS allowances, instead of TDY 
allowances, for an employee scheduled for extended TDY (between 6 and 30 months) (FTR $302-3.406). The long- 
term temporary assigrtnlent location becomes the enrployee's tentporagq official station (FTR $302-3.4 1 1). 

C5705 ELIGIBILITY (FTR $302-3.402) 

A. Assignment. A TCS assignment may be considered only i f :  

1. The employee IS directed to perform an extended TDY at another duty station outside the local area as 
described in par. C2400-B; 

2. The assignment is not less than 6 months nor more than 30 months; 

3. TDY travel and per diem otherwise are payable; and 

4.  The authorizingiorder-issuing official deternunes 'ITS is more advantageous than TDY (see par. C5410). 

XOTE: A tratzsportatiorz rgreenterzt is not reqiiired,for a TCS move. 

B. Emplovees (FTR $302-3.403). All employees are ellglble for a TCS except alan 

1. New appointee; 

2. Individual employed intermittentl: as a consultant or expert and paid on a daily when-actually-employed 
(WAE) basis; 

3. Individual serving without pay or at $1 a year: 

4. Employee assigned under the Government Emplo).ees Training Act ( 5  U.S.C. $4 109) (see par. C4500): or 

5. En~ployee assigned totfrom a State or local Government under the Intergot.ernmenta1 Personnel Act (5 
U.S.C. $3372). See par. C1109. 

C Sen ice  Agreement (FTR $302-3 410). A serxlce agieement IS not necessary to qualify for a TCS. (See Chapter 
5, Part Z for service agreements). 

C5710 CONDITIONS 

A. Component Cost Considerations (FTR $302-3.401). An authorizing!order-issuing official may authorize TCS 
when the cost is outweighed by the benefits of TDF' cost sairings and increased employee morale and job 
performance. The estimated TCS and TDF' costs must be compared and considered. 

B. Employee Tax Considerations (FTR $302-3.421 ) 

1. According to available information from the IRS, an employee who performs TDY exceeding 1 year at a 
single location is subject to income tax on travel reinlbursen~ents. 

2. An employee who performs a I CS also 1s subject to Income tax on some, but not all. of the TCS 
relinbursements, but recei\.es a relocation income tax allon ance (RITA). 
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3. 'TCS should be considered if an extended TDY results in an uiireimbursable income tax liability on an 
employee. 

C.  Employee Concerns. The possible negative effect of a long-term absence from the PDS and inmediate family 
on the eniployee's morale and job performance should be considered. as well as other employee pay entitlements 
such as locality pay and non-foreign cost of living allowances. 

D. Equity Concerns. The financial inequity that results when a long-term TDY employee lives in a manner similar 
to permanently assigned employees and receives TDY allowances should be considered. 

E. Assignment Length 

1 Assignment less than 6 Months (FTR $302-3 407) A TCS may be authorized only a h e n  expected to last 6 
months or more. If the asslgnnient is cut short for reasons otlzer tlta~z separation from Government service, 
TCS expenses are p a d  

2. Assi~nment more than 30 Months (FTR $302-3.408). If the assignment exceeds 30 months, the employee: 

(a) Must be pernlanently assigned to the temporary official station or returned to the previous official 
station: 

(b) May not be paid for extended storage or property managen~ent services incurred after the last day of the 
thirtieth month; and 

( c )  Must be paid for the expenses of returning the enlployee, immediate family. and HHG to the previous 
official station unless the employee is pernlanently assigned to the temporary official ststion. 

F. Distance Requirement (FTR $302-3.409). No minimum distance between a PDS and TCS location is required to 
qualify for a TCS. 

C5715 TCS ALLOWANCES (FTR $302-3.412. 4302-3.413) 

A. Entitlements. TDY travel and transportation allowances including per diem are not paid while at the TCS 
location. An employee is authorized: 

1. PCS mileage if a POC is used (see par. C5050): 

2. Employee's tra~rel expenses including per diem (see par. C3553-B3): 

3. Transportation and per diein for dependents (see Chapter 7): 

4. HHG transportation, storage-in transit, (see Chapter 5 ,  Part D) ,  

5. Miscellaneous expense allowance (MEA) (see Chapter 9); 

6. Mobile home transportation instead of HHG transportation (see Chapter 10): 

7 .  POV(s) transportation (see Chapter 1 1 ): 

*X property nmmgement senlces as In Chpter 15 only on a lesldence at the employee's PDS in CONC'S or non-foreign 
O C O W S  area koni nhlch the employee \+as assigned to the TCS locabon (GSBCA 16138-RELO, September 30,2003); 
and 

9. Relocation income tax allowance (RITA) (see Chapter 16) 

NOTE: AEA (see Chapter 4, Part M) maj9 not be autlzouized/a~~proved.f'or a TCS. 
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Travel Under Special Circumstances C6453 

*PART J: EMERGENCY TRAF'EI, AND TRANSPORTATION OF EMPLOYEE DUE 
TO ILLNESS OR INJURY OR A PERSONAL EMERGENCY SITUATION WHILE TDY 

(FTR $301-30) 
*C6450 GENERAL 

T ~ a ~ e l  and tldnsportation expenses may he allowed as provided ln t h ~ s  Part when an employee discontinues or 
interrupts a TDY travel assignment befole completion because of mcapacltatlng Illness or lnjury or a personal 
emergency sltuation (See par C6600 tor Health C a ~ e  Traiel and Transportation A l l o ~ a n c e s  for Employees 
asslgned at PDS outs~de the U S ) ,VOTE: Goverttmertt-frinderl entergency leave trartsportation from the PDS is 
NOT authorized. 

C6451 DOD COMPONENT RESPONSIBILITYiAUTHORITY DELEGATION 

DoD conlponents may authorlzeiapprove leimbursenlent for transportation and per d ~ e m  expenses under t h ~ s  Part 
based on the exigencies of the employee1\ personal situation and the mlssion of the component. Heads of DoD 
components may delegate the11 authority under thls Part Such delegation must be held to as hlgh an adnunlstrative 
level a\ p~acticable to ensure adequate cons~deiatlon and ier lev of the circumstances surroundmg the need for 
emergency tra\ el. 

C6452 EMPLOYEE RESPONSIBILITl AND DOCI'\IENTATION 

As soon as an employee IS mcapacitated bl  illness or ~ n j u ~ y  01 intornled of an emergency situation that necessitates 
discontinuance or interruption of the TDY mlgnment,  the employee should attempt to contact the travel-approvmg 
official for Instructions If tlmel) contact cannut be made. payments may be app ro~ed  after the t r a ~ e l  has been 
performed 

C6453 DEFINITIONS 

As used In this Part, the definitions in pars C6453-A C6453-B, C6453-C, C6453-D, C6453-E; C6453-F and 
('6453-G apply 

A. Official StatiordPDS. The term "official statiowPDS", in addition to the Appendix A definition, also refers to 
the home or regular business place as it pertains to experts and consultants described in 5 U.S.C. $5703. 

B. Alternate Location. An alternate location is a destination. other than the employee's official station or the point 
of interruption, where necessary medical services or a personal emergency situation exists. In the case of an 
employee's illness or injury, the nearest hospital or medical facility capable of treating the illness or injury is not an 
alternate location. 

C. Emplovee's 1nca~acitatin.g Illness or Inlury. f'or purposes ofthis  Part, an incapacitating illness or injury is one 
that occurs suddenly for reasons other than the employee's own misconduct and renders the employee incapable of 
continuing, either temporarily or permanently. the trawl assignment. A sudden illness or injury may include a 
recurrence of a previous medical condition thought to have been cured or under control. The illness or injury may 
occur while the employee is at. or en route to or from, a TI)Y location. 

D. Familv Family means those dependents defined in Appendix A n h o  are members of the employee's household 
at the time the emergency sltuation arises FOI compassionate reasons, and when warranted by the cmumstances of 
a particulai emergency sltuatlon, a DoD component ma> ~nclude other members of an employee's extended famlly 
and the family of the employee's spouse Indl\lduais named In Appendix A u h o  are not dependents of the employee 
or members of the employee's immediate household fall nlthln this group In using thls authority and deciding each 
case, DoD components must eaaluate the e\tent ot thc eniergency and the employee's lelationship to, and the degree 
of responslbll~ty for, the ~ n d n ~ d u a l ( s )  invoh ed In the ernelgency situation 

E. Personal Emergencv Situation. Personal emergency situation means the death or serious illness or injury of a 
member of the employee's family. It also rneans a catastrophic occurrence or Impending disaster such as a fire, 
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flood, or act of God that directly affects the employee's home at the official station or the family and occurs while 
the employee is at, or en route to or from, a TDY location. 

F. Serious Illness or Iniurv of Farnilv Member. Serious illness or injury of a family member means a grave. critical, 
or potentially life-threatening illness or injury. It includes a sudden injury such as an automobile or other accident 
where the exact extent of injury may be undetermined but is thought to be critical or potentially life threatening, 
based on the best assessment available. It also includes other situations i~ivolving less serious illness or injury of a 
family member in which the absence of the employee would result in great personal hardship for the immediate 
family. 

G. Fire, Flood, or Act of God. Fires or floods may be due to natural causes or human actions (e.g., arson) or other 
identifiable causes. Act of God means an extraordinary happening by a natural cause (as fire, flood, tornado, 
hurricane, earthquake, or other natural catastrophe) for wh~ch  no one is liable because experience, foresight, or care 
could not prevent it. 

C6454 EMPLOYEE'S INCAPACITATING ILLNESS OR INJURY 

When an employee interrupts or discontinues a travel assignment because of an incapacitating illness or injury (as 
defined in par. C6453-C), transportation expenses and per diem may be allowed to the extent provided below. 

A. Per Diem Continuation at the Interruption Point. An employee who interrupts the TDY assignment because of 
an incapacitating illness or injury, and takes leave of any kind, shall be allowed a per diem allowance under Chapter 
4, Part L, as appropriate. The per diem shall not exceed the maximunl rates in 
kttp://wnw. dtic. nlil/l)er(iie~n/opdrfornl. htrnl or izttp://www. dtic. rnil/~erdiem/pdrform. html for the location where 
the interruption occurs. Such per diem may be continued for a reasonable period. ordinarily not to exceed 14 
calendar days (including fractional days) for any one absence. However, a longer period may be 
authorized/approved by the DoD component if justified by the circumstances of a particular case. The interruption 
pomt may include the nearest hospital or medical facility capable of treating the employee's illness or injury. Per 
diem shall not be allowed while an employee is confined to a hospital or medical facility that is within proximity of 
the PDS or that is the same one the employee would have been admitted to if the illness or injury had occurred while 
at the PDS. 

1 .  Receipt of Pavments from Other Federal Sources. If, while in a travel status under circumstances described 
in par. C6454-A, the employee receives hospitalization (or is reimbursed for hospital expenses) under any 
Federal statute (including hospitalization in a Department of Veterans Affairs or military hospital) other than 5 
U.S.C. $8901-8913 (Federal Employees Health Benefits Program), the per diem allowance for the period 
involved shall not be paid or, if paid, shall be collected from the employee. 

2 .  Documentation and Evidence of Illness. The type of leave and its duration must be stated on the travel 
voucher. No additional evidence of the illness or injury need be submitted with the travel voucher. The 
evidence filed with the DoD conlponent concerned, as required by that component under the annual and sick 
leave regulations of the Office of Personnel Management, shall suffice. 

B. Return to Official Station or Home 

1 .  General. When an enlployee discontinues a TDY assignment before its completion because of an 
incapacitating illness or injury, expenses of appropriate transportation and per diem while en route shall be 
allowed for return travel to the official station. Return travel may be from the interruption point or other point 
where the per diem allowance lvas continued as provided in par. C6454-A. If, when the employee's health has 
been restored, the DoD component decides that it is in the Government's interest to return the employee to the 
TDY location, such return is a new travel assignment at Government expense. 

2.  Employee's Attendant or Escort. Transportation expenses, but not per diem, are allowed for an attendant or 
escort for an employee on TDY who becomes il! or is injured. An attending physician must certify that it is 
medically necessary for the employee to be acconlpanied by an attendant or escort. Transportation expenses 
allowred for the attendant or escort are the round trip transportation between the PDS and the TDY station or 
oae-\yay transportation between those poiiits, as appropriate (B-169917. July 13. 1970). 
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Rlobile Home Transportation C'10005 

CHAPTER 10 

MOBILE HOME TRANSPORTATION (F1'R PART $302-10) 

*:\. (kiiesal.  This ('hapter p re~cr ibcs  nmbile honic a l l o ~ ~ n c c  and tsaiispoi-tation cntitlcnienrs for employees 
autho~lzed to make I T S  rno\.es. The rrirtrl~ursrrhlc dlowarrcc~ ~irrt lopar.  C l O O I 0 - B ,  C ' I O O I O - C ;  or. C I O O I O - E  must 
trot ~ x c c e d  tlre constructed cost allorved,fbr trnrrsportntiorl arrd 90 days tclmporury storage qj'tire ma~itttrint NHG 
rveiglrt,fi?r wlrich tlre employer has cligihilip. 'I'hc entitlement ineastire for niohrlc hon1e transportation is always 
the transportation cost of the employee'.; PC'S FWG Lveight allonance (18.000 pounds) bet~veen the authorized 
points. iEsampIe: A11 en~ployec iiio\.cs il-om a 1'1)s in Vosth I'arolrrla to a PDS i;l ( ' a l ~ t i ~ s r i ~ a .  Tlic niobile home is 
niovetf from North Carolina to Missoui-#. 'l'lic cost of' the mohrle Iiorne transportat~on fioni North Carolina to 
Missouri is compared to the PC'S IIIH(3 neiglit allo\mncc cost from Xorth C'asol~na to ('a11fi)rnia.) ' l ' h ~ '  employee's 
niaxinium entitlement is deterni~ned by ubiiig I05 percent of the ( 'ode 1 scgnicntcd line-haul and 105 percent of the 
Code 1 max-pack base line rates (see the SIIIX' \i.ebsite at: 
htt~://tv)vw. stklc. arm v.~~il/~er.s~ro~/do~trp~ih. Izt~nl for rates ). 

13. Elieibility. .4n employee authorized 1-IHCi transpostatron at (;o\.ernment expense may be authorized mobile 
home t~ansportation allou~ances (in lieu ot t1HG transportation) \\lien: 

1 .  ?'tie mobile home is acquired o n  or before the cffi.cti\.i. date of the ernplolw's  PC'S or TCS tral-el 
authorization; 

2 .  The employee certifies that the ~,niplo!.ec or c n i p l o y c s  dependents rntenil to use tlic niobile home as a 
resitience at the locatron to I\ hich it is being mo\,ctl: 

3. 1 ' 1 1 ~  mobile home body arid c h a s ~ s .  riicludiny tires and tubcs. h a w  bccn placed in i l l  condition at the 
ctnpluyce's expense and to the (ioveriirne~it's iatisthction to ~thsranti transportaticm rigors: and 

C10005 MOBILE HOhIE TRANSPOK rATIOU ENTITLE.1IES I S  

.4. Definition. Transportation entitlements ("transpoi(") in this C'liaptei iiicludc packiriy. pickup, line-haul or 
drayage, deli\.ery and unpacking. 

B. Employee Married to tirnplovee. \\'lien both liu\band and n i fe  are employees. they may combine their 
prescribed PCS MH(i weight allo\\.nnces to tleterrn~nc thc niaxiniurn amount the Go\.ernment may pay to n1oi.e their 
mobile honie \$.lien each t.iiiploycc is: 

1 Authorired a m o b ~ l e  liomc a l l o n a n ~ e ,  and 
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ClOOlO GOVERNMENT-/PERSONALLY PROCURED h1OBILE HOME TRANSPORTATION 

A. Routing. The employee is responsible for making all commercial personally procured transportation 
arrangements for mobile home transportation movement by commercial transporter or other means unless the 
transportation is Government-procured. Expenses for transporting a mobile home at Government expense are 
limited to mobile home transportation by the usual highway routing bctween points n.ithin CONUS, within Alaska, 
and through Canada between origin and destination in CONUS or Alaska. 

B. Personallv Procured Co~nmercial Trans~ortation. An employee, or a deceased employee's dependentlheir, 
authorized mobile home allowances under par. ClOOOO may transport a mobile home at personal expense and be 
reimbursed for the transportation costs (as prescribed in pars. C 100 10-B2, C 100 10-C 1. and C 1001 0-C5) IAW pars. 
U5500. Reimbursement sltall not e-weed that antountprovided for in par. CI0000-A. 

1.  Allowance Amount. Limitations apply on allowable charges \{.hen a conimercial transporter moves a mobile 
home. When paying the carrier the employee must: 

a. Ensure that the bill includes specific cost iternizatiolt of charges; 

b. Find out from the carrier what part of the preparation responsibility is that of the carrier and what part is 
that of the shipper (i.e., the employee); 

c. Ensure that body. frame, spnngs, mheels, brakes, and tiles are In good cond~ t~on ;  and 

d. Ensure that any extra property placed in the mobile home does not constitute an overload condition that 
could result in damage/and repair charges that would be the employee's responsibil~ty. 

2 .  Costs Allowed. When personally procured mobile home hansportation is by a commercial transporter, (see 
par. C10010-C6 for preparation fees allowed as transportation costs), reimbursement is allo\ved for: 

a. Carrier's charges for actual mobile home transportation in an amount not to exceed charges approved by 
the Surface Transportation Board, or a similar state regulatory body, for a mobile home of the sizeitype and 
for the distance transported: 

b. Ferry fares; bridge, road. and tunnel tolls: taxes; charges or fees fixed by a municipal authority for 
permits to transport mobile homes in or through its jurisdiction; and the carrier's service charges for 
obtaining such permits; and 

c. Pilot (flag) car or escort services. ~f requ~red by Ian 

3. Costs Not Allowed. When mobile home transportation 1s by a personally procured conunercial transporter, 
reimbursement is not allo~ved for: 

a. Any carrier's maintenanceirepair charges to the mobile home en route. including structural repairs, brake 
repairs, replacement of tires, charges incident thereto (an employee must ensure that body, frame, springs, 
wheels, brakes, and tires are in good condition and that any extra property placed in the mobile home does 
not constitute an overload condition that could result in dan1agc:repair charges): 

b. Insuranceiexcess valuation costs over the carrier's maximum liability; 

c. Special handling costs requested by the employee: 

d. Costs of connectingidisconnecting appliances, equipment, and utilities in\.olved in relocation and of 
converting appliances for operation on available utilities; and 
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Transportation of POV C11002 

CHAPTER I I 

TRANSPORTATION OF PRIVATELY OWNED 
VEHICLES (POV) 

C l  1000 GENERAL 

POVs (as defined in Appendix A) of an employee transferred in the Government's interest, a new appointee, or a 
student trainee assigned the first PDS, ma) be transported at Government expense: 

1. when ~t is deternuned m advance of authorlzatlon that ~t IS In the Government's Interest for the enlployee to 
have POV use at the OCONCS PDS. or 

2 .  in the case of an employee whose PDS IS Johnston Island (Atoll), and Hawail is the place designated for the 
inlrnedlate famlly to reside, or 

3 when it is de t emned  that transporting POV(s) wholly wlthin CONUS IS adhantageous and economcal to 
the Government. (see par C11009 ) 

NOTE 1: There is no authority for rerttal car reimbursement while awaiting POV arrival. 

Effective I Ja~zuary 2004 
*NOTE 2: For other requiremetrts related to shipping a POV, see the SDDC wehsite at: 
http://www. sddc. arm V. mil, and "Sltipping your PO V" at: http://bww. usapa. arml. miWpdj~Ies/p55-2.pdf: 

C l l  001 DETERMINATION OF ELIGIBILITY (OCONUS) 

Commanding officers or designated representatives who assign employees OCONUS are delegated authority to 
determine the employees' eligibility to transport a POV at Government expense. Con~pliance with the criteria set 
forth in this Chapter and consistent treatment of all DoD employees must be assured. Commanding officers or 
designated representatives in CONUS who assign employees OCONUS nlust ccn~ply Lvith the eligibility criteria 
established for the specific OCONUS area and obtain clearance from the appropriate OCONUS command. 

C11002 ELIGIBILITY CRITERIA (OC'ONUS) 

A. General One POV may be transported at Government expense  hen ~t IS determined to be In the Governn~ent's 
Interest for the employee to have POV use at the PDS A dete~m~natlon 111 the Go\emment3s lnterest must be made 
as circumstances change and when the employee agrees to s e n e  a succeeding tour ot duty at the same or another 
OCONIJS PDS A record of de t emna t~on  must be made 111 w ~ ~ t l n g  and tiled in the employee's personnel folder 

B. Conditions. A determination/redetermination that it is "in the lnterest of the Gove~nment" for the employee to 
have the use of a POV at the OCONUS PDS may be made only if all of the fo l lo~ ing  condit~ons are present: 

1, use of the POV is not primarily for the convenience of the enlployee and immediate family; 

2. local conditions make it desirable from the Government's v i e~po ln t  for the employee to have use of a POV; 

3 ,  use of a POV by the employee conbibutes to the effect~veness in the employee's job; 

4. use of a POV of the type involved is suitable In the local conditions; 

5 ,  the cost of transporting the POV to'from the official station is not excessive considering the time the 
employee has agreed to serve at that official station; 
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C. Employees Assigned to Johnston Island. An employee. ass~gned on permanent duty to Johnston Island, may 
transport one POV at Government expense from the old PDS to FIawa~i if Hawaii is designated as the location at 
which dependents are to reside during the specified tour of duty. When reassigned from Johnston Island to a new 
PDS, one POV may be transported from Hawaii to the port ser\ing the new PIIS. or at the employee's request. to an 
alternate port subject to the employee reimbursing thc ( io\wnn~ent for all costs In excess of having the POV 
transported from Han:aii to the port from which the PO\' was orig~nal!>- shipped to Hawail. 

CllOO3 CONDITIONS GOVERNING TRANSPORTATION (OC'ONIJS) 

A. Transportation Not Authorized. Transportation ot'a POL' is not authorized when: 

I .  the POV may be driven to the PDS over hard-surfaced all-\*.eather high~vays. including ferries. and it is 
determined that the employee, or dependent(s), reasonably should be expected to drive the vehicle (See par. 
C2166 concerning reimbursement for use of ocean-gomg car ferries ~vhen it is determined that the employee or 
dependent(s) should drive the vehicle for only part of the distance involved.): 

2. the local government prohibits importation of such a vehicle, applies particularly difficult restrictions on 
such importations, or the pertinent nlilitary department's regulations prohibit or advise against the shipment of 
such vehicles for military personnel (This item does not apply for an employee assigned on Johnston Island who 
is authorized to ship a POV to Hawaii under par. C 1 1002-C.): 

3 .  a vehicle is purchased in a nonforeign 0COh:I:S area by an employee not permanently assigned there at the 
time of the purchase, unless it is used by the employee or dependent for personal transportation at the OCONUS 
PDS as a replacement vehicle. This item prohibits only the shipment at (io\.emnient expense mcident to the 
employee's PCS following vehicle purchase: or 

4, an employee is hired at an OCONUS location for duty at the eunployee's first PDS located ~vithin CONUS 
(Title 5 U.S.C. $5727 authorizes transportation of POVs to an OCONUS PDS. from that same OCONIJS PDS 
and between OCOXJS PDSs only where the PO\: IS to be used at an OCONL'S PDS. See 68  Comp. Gen. 258 
(1989)). (Example; an employee residing in Hawaii, nho nas  hired locally for duty at a PDS in Ha\vaii and is 
later transferred from the Hawaii PDS to a PDS in ('ONLS. is not authori7ed transportation for a POV to 
CONLrS. Similarly, an employee residing in Hanaii. hired locally for duty at a PDS in CONUS is not 
authorized transportation for a POV to CONKS.) 

B Transportation Author~zed Transportat~on o f a  PO\' may be autho117ed \\hen an employee 

1. is transferred or assigned from a CONUS location to an OCOSUS PDS. meets the eligibility criteria In par. 
C11002, and signs an agreement as provided in par. C4001; 

2 IS transferred or ass~gned fionl an OCONVS locat~on to anothe~ OCOKVS duty stat~on. meets the el lg~b~ll ty 
criterla In par C11002, and signs an agreenlent as proclded In pa1 C4001. 

3. completes a tour(s) of duty at an OCONLJS PDS n h x e  i t  \vas dcternmled to be in the Government's interest 
for the employee to have a POV, or the employee was assigned to Johnston Island and a POV was transported to 
Hawaii under par. C11002-C. and the employee is returning through transfer. or upon separation from service 
after completion of a tour of duty, to the U.S.: 

4. does not complete a tour(s) of duty at an OCONUS PDS at which it m.as determined to be in the 
Government's interest for the employee to ha1.e a POV or  does not conlplete a tour(s) of duty on Jolmston Island 
incident to which a POV was transported to Hawaii under par. C1 1002-C, and the employee is returning through 
transfer for the Government's convenience and not at personal request: 
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"CHAPTER 14 
REAL ESTATE TRANSACTION AND UNEXPIRED LEASE EXPENSE 

ALLOWANCES (FTR PART 302-1 1 )  

(1 14000 GENERAL 

Effectilv: I April 1999 
For guidance on the lease perralg~ a p e ~ r . ~  portion of'tlre Forrigrr Trarrsfcv Allowance, refer to section 240 of the 
Department of'State Statrrlrrrdizerl Rogr~lr~tion.\ fZ)SSR) ( I S  . s t ( ~ t ~ d  in par. C1004. 

A. Conditions. An eligible employee is author~zetl reinihursenient tbr certaln expenses ~ncul-red in connection u.ith: 

1 the sale of  a resldence (01 the settlen~ent of an unexpired lease ~ n \ o l \ m g  the lesidence or a lot on which a 
~nobl le  home used as a lesldence \\as located) at the old PDS. and or 

2. the purchase (~ncludlng constnict~on) of '1 ~esidence at the nen PDS, 

after the employee has signed the required transportation agreement. and: 

1 a PCS 1s authorized apploved and, except a \  p ~ o \  ~ d e d  In par C 11000-(', the old and new PPDSs are located ln 
COAL'S 01 111 lion-fo~elgn O('Ohll 5 dreas. 

2 the dwellmg at the old 1'1)s is the enip1o)ee'i actual ~es~t ie i i ce  at the tlnie fir5t informed by app~oprlate  
authorlt) that transfel to a neu PDS u.is det in~te.  

3. the settlement dates for the sale ( 0 1  lease ternmdtion) and purchase are nl thm the time llmltation prescribed 
In par C14000-B: 

XOTE: See par. CI 0.57 to autlrori,-e (111 estension on the tirtrr Iimitntion 0 1 1  resirl~rtce trrrtwactions. 

3 the resldence ( m h ~ c h  may be nionde h o m  anti ol the lot on nhich t h ~ t  nloblle home 1s located or 1s to be 
located) 1s the one from nhlch the ernp1o)ee ~ e g u l d ~ l y  commutes to and from \rorh VOTE: If the PDS is in a 
remote area where rldequate familj /rmr\irrg ic not aiwilable within rea\onuble commrrting distance, a 
re\idcrtcr includes the rlwelling rvhwe the emplol-ec f\ rlepeirrlentt reside or will retide, hut otr(1l if vrrck 
re,idence rearorrablj~ relatet to the PIIS n5 cletwirirred hj- the tmt el-approvin,v/Jirrc ting official concerned. 

Effective 19 February 2002 

B.  Time Limit for Residence or Lease Termination Transactions. Except as provided hei-em. settlement for the sale. 
purchase. or lease termination transactions should be not later than 2 ycars after thc employee's effect~ve date of 
transf'er (see Appendix .4). For enlployecs cligible under par. C13000-C, the ncn PIIS is the PDS to which the 
employee reports for duty xvhen reassigned or transferred from a thrcign area. Thi. 2-year period b e g m  on the 
employee's effective date of transfer and ends on thu second anniversary of that date. (For example, if an 
employee's effective date of transfcr was 20 Octobcr 1998. settlement must occul- no later than 20 October 2000.)  
Lipon an enlployee's Lvritten request, the 2-year period may be extended for up to an additional 2 years by the 
comn~anding officer (or  designee) of the ai:ti~.ity hcarlng the cost. 7 he employee should submit a Lvritten request to 
the appropriate authority as soon as the employee becomes aivare of the cstension need. but nithin the initial 2-year 
period. Action on a request, submitted more than 30 cnlcndar days afttr the initial 2-year expiration date. is at the 
option of the commanding officer of thi. acti\~ltq hearlng the cost. XI) extenslon may be granted only if a 
determination is made that extenuating circumstances p l - c ~ m t e d  the employee from completing the sale, purchase 
and:or lease ternunation transactions withill the irutial 2->ear period and that the delayed transactions are reasonably 
related to the PCS (as  opposed to being un~.elateci to the actual PC'S). (For  an e n i p l o p  who reported on 20 October 
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1998 and is granted an extension to the 2-yea1 perlod, settlement may be no late1 than 20 October 2002 Costs for 
transactions completed after the 4-year period may not be ieiinbursed (B- 19 101 8, December 26, 1978)) The 2-year 
extension provision in t h ~ s  paragraph is effectne f o ~  employee5 \i hose effectne date of tiansfer (see Appendix A) is 
on or aftei 19 February 2002 For those with an effectije date of t ~ a n s f e ~  prior to 19 F'ebnlaiy 2002. the initial 2- 
year period may be extended for only 1 additional yea1 

NOTE: There is no authority to waive the 4-par time limitation irrtder any circumstances. The time limitation is 
imposed in $302-2-8 and 302-2.11 in the Federal Travel Regrrlation (FTR), which hav tlte,force m d  effect of law 
(B-245281, February 20,1992). 

C. Transfer from a Foreign Area to a CONUS or Non-foreign OCONUS .Area 

1 .  Definitions. The following definitions apply for the purposes of'this subparagraph: 

a. Former CONUS or Non-foreirm OCONLJS Area PDS. The PDS. not in a foreign area. from which the 
employee was transferred when assigned to a foreign area PDS. 

b. Foreign Area. See definition in  Appendix '4 

2. Applicabili@. An employee who has complcted an agreed upon tour of duty in a foreign area and, instead of 
being returned to the former CONUS or non-foreign OCONllS area PDS. is reassignedltransfei~ed in the 
Government's interest to a COhXS or non-foreign OC0hI ;S  area PDS other than the one from which 
transferred when assigned to the foreign PDS is authorized rein~bursomrnt ~lncler this Chapter-. The distance 
between the former and new CONUS or non-foreign OCONL'S PDSs must meet the distance criteria specified 
in par. C5080-F for change of station wthin the same city or area. 

NOTE: The following employees are not eligible for real estatp allowances rvken transferred from a foreign 
area PDS to a PDS in CONUS or a rronTfi)reign OCOh'LTS area Thiv i s  because they were not irzitially 
civilian employees of an agency when transferrerl,fiorrr rr PDS in CONL'S or a non~foreign OCONUS area to 
the foreign area PDS: 

(n) a locally hired etnployee described in par. C4002-B2a, (1) (fiwmer rnetnber of U S .  armed forces); 

(b) a locally hired employee described in par. C4002-B2a (2) iinlcss the individrial was a civilian employee of 
an agency wlzo was initially transferred from a PDS in CO!VLiS or ~ton~foreign OCONUS area to the foreign 
area PDS; 

(c) a locally Itired employee described in par. CIO02-B2a, (4) (cmplojw who accompanied or followed the 
spouse to the OCONUS area); and 

(d) an employee hired in CONUS or a ~ton~foreign OC0NC:S urea fiw c~ssignment to a,first PDS and the PDS 
is in a ,fureig,z area. 

3 Reimbursable Expenses. Expenses incurred incident to the follo\iing transactioils are reimbursable: 

a. residence sale (or the settlement of an ~inexplred lease) at the PDS from \vhicli the employee was 
transferred when assigned to a foreign area PDS; and,'or 

b ,  residence purchase at the new PDS 

It is not necessary for an employee to be reimbimed the expenses in par. C14000-C3a to be eligible for 
reimbursement for expenses in par. Cl4000-C3b above. 
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PART B: PROPERTY MANAGEMENT (PM) SERVICES 

C15050 GENERAL 

A. When PM Services May Be AuthorizexJ. A DoD component may grant use of PM services when it determines 
that the PCS is in the Government's interest. Payment for PM services is to asslst an employee in offsetting costs 
associated with retaining a residence at the old PDS Pa)ment for PM servlces may be authorized when an 
employee: 

1. transfers in the Government's interest to a PDS ill  a foreign area: 

2 .  is assigned to a foreign PDS, is transferred back to a L.S, or non-foreign area PDS different than the one 
from which the employee left when transferred to a foreign area, and is eligible to sell a residence at 
Government expense: 

3 transfers wlthin the United State\ (~ncluding to,fronvbct\iecn non-foreign areas) and is eliglble to sell a 
residence at Government expense; 

4. is authorized TCS (see Chapter 5. Part I):  or 

5 slgns a tour renev a1 agreement I\ 1111 an effectli e date on after 24 October 1997 

NOTE: In pars. C15050-A2 arid C15050-A3 above, Phf sewices are iiz lieu ofthe sale of the eniployee's residence 
at Gowrnment Expmse. 

B. Obtaining PM Service. PM services may be: 

1 ,  obtained under the DoD hat~onal  Relocation P~ogram contract (see 
http://www. nab. usace.arm~~.~ntil~wlzatwerio/realtv2. htm).  01 

2. self-procured rental agency servlces by the en~ployee with re~mbursement up to 10?t of monthly rent 

C. Definitions 

1 .  PM Services. I'M services help an employee manage a lesidence at the old PDS as a rental pioperty. The 
services include: 

a. obtaining a tenant: 

b. negotiating the lease; 

c. inspecting the property regula~ly: 

d.  managing repairs and maintenance: 

e. enforcing lease terms; 

E collecting the rent: 

g. paying the mortgage and other c a r y n g  expenses from rental proceeds and.'or the employee's escrow 
funds: 

h accounting for the transaction< and providing pcr~odic reports to the employee: and 

i. similar services 
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2. Forelen Area. See Append~x A .  

3. Non-Forelen Area. See Append~v A.  

4 .  u ~ i t e d  States. See Append~x A. 

D.  Illcome Tax Consequences of PM Senices.  An employee is taxed on the amount of property management 
services expenses the Government pays a relocation service company or reimburses an employee. The DoD 
component also must pay the employee a relocation income tax (KIT) allo\imce for the additional Federal, State 
and local income taxes incurred on property management services expenses it pays to the relocation company for 
service to the employee or pays to the employee for self-procured PM services. The employee should be advised to 
consult with a tax advisor to determine the tax consequences of these payments and on maintaining the residence as 
a rental property. 

E. Ineligible Emplovees. Enlployees ineligible for payment fbr I'M smites are: 

1 .  new appointees; 

2 ,  employees assigned under the Government Employees Training Act (5  1J.S.C. a4109); and 

*1, employees transferring entirely nithin a foreif11 area. ,YO7'1:': R ~ l o c ~ t i o ~ z s  within a foreigrr area, or from 
one,fi)reign area to a diffcrelrt foreign arca do not r~fjCL'ct previo~r.sly arrtlrorizetl PM services fur a residence at 
the errrployeeJs last PDS in CONCS or at n norr,fi,rzip OCONIiY rrrca as long as the enzployee continues to 
meet the requirenre~rts of'par. C15051. 

C15051 PAYMENT FOR PM SEKVlCES FOR EhlPIDYEES 'TRANSFERRED TO A PDS IN A 
FOREIGS AREA 

A. General. Components, through the Secretarial Process. may authorize payment for I'M sser\ices on behalf of  an 
employee Xvhen: 

1 .  a transfer to a PDS in a foreign area is in the (~ovcrnment 's  interest: 

2 the employee and/or a menlbel(s) of the employee's lnlmedlate I.arnily hold t ~ t l e  to a ~es ldence  that the 
etnplo\.ee nould be el ig~ble to sell at Go\ernment eupenw uncle] p ~ i s  ('14000 or CITOOO ~f transferred to or 
n ~ t l i ~ n  the U S , dnd 

3. the employee signs a servlce agreement. 

NOTE: Payment for PM services may he autlrorized only on a residence rrt an E I I I I J ~ O ~ ~ C ' S  lmt L S .  PDS ,porn 
which the employee transferred to a,fi)reigrz rrrva PDX 

B. Duration of Payment for PM Services. Payment for PM sen ices  may be made from the time an employee 
transfers to a PDS in a foreign area ~int i l  one of the fbllo\v~ng occurs: 

1 .  the employee transfers back to an  official station in the I ' .S.: 

2 ,  the employee completes the tour of duty in a s m ~ i c e  agreement at the PDS and remains there. but does not 
sign a new service agreement (see NOTE): or 

3.  the employee separates from Government s e r \ v x .  

NOTE: To ensure that payrnent,fi)r PM services corztinrre.~ qftrr conrpl~ting a tour o f  rllrty in a s e r~ ice  agreement, 
an enrpkoyee rnrrst sign rr new service agrPenrerrt tlrrrt irrclud~s, rrt the cwmnrarrd's discret i~n,  Pl.M services 
continuation. 
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C'15052 PAYMENT FOR I'kI SEK\'I<'ES FOR E,\IPI,O\'EES TIIASSFEKKED 'I 0 A PDS IU 7 HE I'.S. 

A. When PM Services mat. be : ~ u t h o r i z ~ d .  I'YI sert.1i.i.s may be author~zed on]!. f o ~  a rcsictence at thc oltl I ' . S .  or 
non-foreign area PDS. Thc autlior~zlny ordel--is.;uinp official ma!, a~itliorl/c I'k1 s i . r t i c ~  \ \ . ~ c I I  ;in e ~ i i p l o ~ e e  is 
transfi.1-red 

1 ,  back to a different L .S .  (includiny non- tbrc~yi  ~1ri.a) 1'1)s than the one from n l l i c l~  the enlpIii!-ee trcinsferred 
to a forelgn area 1'1)S: or 

1 .  the eniployee's transti.1. is in the (jo\~erninent's Interest: 

2 .  the employee and or a nieniber(s) of' the enipio).ce's immediate farnll~. hold title to a resirlencc that the 
employee is ehgible to scll at (Jovernment cspensr under par. ('14000 or ('1 5000: 

4, the employee has signed n service agreement incideat to the transks to the 1 l.5. (o r  nun-tbreign arca) I'IIS. 

C. Repavment of PM ~ s p e ~ i s e s .  An  employee I S  1101 rzcpreil  to sepal, I1\I espcnsei p a ~ J  t11. the (ici\.crnmerit for a 
residence in the U.S. (or  non-fi)reign area) \ihilc tlic employee n a s  zsslgned at d 1'115 in a ti)reign i1rt.a i t '  the 
employee elects to sell a I:.S. ror non-foreign area)  ~esideiice at (;o\.cr~inient expenst \\hen tl-ansti.rret1 from a 
foreign area PDS to a I i . S .  ( o r  non-ti)reli;n arca) P1)S iiif'f;.rc~~t than tlie one t iam tiicli transferrcti to the foreign 
area PDS. 

I). Residence Sale After Elccti~ig P M  S i ' n ~ c e ~ .  \ I )  ~ ~ i l i p l ~ ~ e i ' .  n.110 is ot'f'el-ed and ~'Iccth Pk1 s e r \ . i c ~  l~nder  this 
paragraph. may later elect to scll the re.;idencc at (io\.i.rnnient txpenw \\,ithin the appliiable clnlc llii~ltation 111 

C'liapter 11. Payment for rhc sale of the reslilrnce ar (;o\.crnlncnt expense ma), not excce(1 tile maximum amount 
prescribed in par. C71J002-13 I .  h r  sale o t ' a  res~t le~ice.  Icss the an iowt  p a ~ d  ti)r property nianagenlcn? ser\.tces. If '  the 
amount paid for property management ser\,ice.; equal, or exceeds tllc nlasiniuin anio~int in par. C ' I  4002-B I .  no 
reimbursement is allo\\ed for sale o f the  r~rsidenic,. 

(Effective 1 9  Fehrnnr:y 2002) 
1:. Payment IIuration f o r E d  Services. P ~ y n i e n t  for PJ1 ser\.1ces under 1111s paragraph mast not exceed 2 years ti-om 
the cmployee's effective datc of' transfer. Fol. 1ransii.r~ \ \ ~ t h l n  the I- .S.  oi. lion-fi)re~gn areas (e .g. .  both I'I).\;s are in 
the U.S a n k o r  a non-foreign m a ) ,  an eutcnsion L I ~ J L . I  the col~dirlons In par. C'14000-13 i'os up to t \ \o  acliiit~onal 
years may bc a l l o w d .  

B. Duration of Pavment fur PM S e r i ~ s ? .  Ilntitlclncnt to pa>,mcnt for P \ l  scr\.~ccs is tiurn tlie tlmc the employee 
transfers to the temporary official station i1iit11 one oi'tllil h l l o n  lrig occurs: 

1 .  the employee transfirs back to the permanent official station: 
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2.  the employee separates from the Government service; 

3. the temporary official station becomes the PDS; or 

4. the end of the 30"' month. 

C Sale of Residence Incldent to Temporary Offic~al Stat~on Becormng Permanent An employee, authorized real 
estate expenses foi the sale of residence because the temporary official statlon becomes permanent, IS required to 
iepay PM fees p a d  u n d e ~  tlus paragraph aftel the temporal y ofticila statloll becomes the employee's PDS 
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AIJTOMATED TELLEK h1,ACHISE (A1 \ I )  SER\ ICES. Cont~actor-prov~ded ser\lces that allow cash 
w l t h d ~ a n d s  from part~clpating AT \Is to he c h a ~ g e d  to J cont~xtor- issued charge card 

BAGGAGE. Personal cftects ot d t r a \ e l c ~  that ale needed In connection ~ v ~ t l i  official tralel and ~ m m e d m e l y  upon 
a r r l ~ a l  at the pomt of a5rlgnment M a t e r ~ ~ i l  belonging to the ( io \e~nrnent  inay be ~ncluded ,VOTE: Baggage may 
accompurtj* a traveler or he trun+ported \cpratelj: 

BAGGAGE, ACCOMPASIED. Baggage that consists of' coats. brief cases. su~tcases. and similar luggage that 
accompanies a tmveler fiee under carriers tarlit\; \in a tr311sportation ticket. 

BAG(;AGE. HOLD. Unaccompan~etl baggage that 1s t~ansported In the hold of a ship 

BAGGAGE, I'NACCOMPASIEI). I lit. pal( 0 1  '1 111~1nbe1's e n i p l o ~ e e ' s  p ~ r s c r ~ b e d  \\elglit allowance of  HHG 
that 

A. is riot carried free on a ticket used for pelwnal rra\ el 

B. ordinarily is transported separately fro111 tlie iiiqor hulk of'IIIi(i. anti 

C. usually is transported by an exped~ted mode hccausr. ~t IS nccded iinrilediately or soon after arrival at destination 
for intcsim liousekecping pending arrival o f ~ h c  m 4 o r  portion of  HH(-i. 

NOTE I :  C'~zucco~izpalrierl~iel haggap  in connection ~titlr p ~ ~ i . ~ n a t r ~ n t  d11tjs unrl RAT may consist uf personal 
clothi~rg unrl eqrripnrerrt, r.sscnrinl pots, prrns, rrnd light horr.sekwping items; collap.sible iterns slick as cribs, 
pl(~ypens, and baby cal.riuge.s; nrrd other trrticlc~ ~.quircd,fOr the L Z ~ P  ofdependents. Itcms slrch as refrigerators, 
waslrirrg macl~irres, and o t l t c~  rnqjor r~ppliartcrs o r ,  firrn iture rirrrst not he irrcl~rderl i~r ~rnaccomparried baggage. 

NOTE 2: In corztiectiort with a11 extended TDl' as\iprttretrt, rrtraccoiitpanied baggage is limited to the necessary 
personal clothing and ejfects,for the indi~idr~al  and rqrriprizerit riirect!~ related to the assig~~nzent. 

BLANKET TRAVEL ORDER (A lw  ~*aNeil Repem Travel Order, Onlinrited Open Travel Order, or Limited 
Open Z'ravel Order.) An o ~ d e i  issued to  d tra\ slci n h  ii.gul;i~ l y  dnd frequently makes rrlps a n a y  from the PDS 
\ ~ i t l i ~ r i  celtain geograph~cal I~mlts  f o ~  a s p c ~ ~ i i i  tlmc p l o d  111 pe~forinance of regular11 assigned duties ( A l ~ o  see 
T r m d  Orders.) NOTE: Blnnket travel order\ crre not rrwd in DTS. 

CALESDAR DAY. Thc 24 h o u ~  per104 lion1 onc ni~dnlglit to the next m~dnlght  'VOTE: The calendar day 
technically begins one .wconrl nftes ntidrriylrt (r~oflcct* ( 1 5  11001) and enrls at midnight (2400). 

CERTIFICATED AIR ('AKRIER. See L S I lag / \ I I  ( alller 

CIRCI'ITOUS TRAVEL. Ti,l\el bq .I routc ot11e1 than the one that o r d ~ n a r ~ l q  \ \ o d d  be prescribed by a 
transportat~on o f t k e ~  betneen the places 1111 ul\ LA Ilw referred to a\ lrrrlirect Travel. 

C O M M m D .  COMBATANT . \n  orgmrzatlon wtl: a broad coritlnulng mission under a single commander, 
established and so des~gnated by tlie President. hsough  tlic Secretary of Defense with the advice and assistance of 
the Chairman, Joint Chiefs of  Staff'. Cornbatant conima~ids typ~cally 1lal.e geographic or functional responsibilities. 

COhIhlERCIAL TRANSPORTER. \ tra11sporti.r opcratlng under the Interstate Commerce Commission 
T'erniiriation Act of  1995 ( P u b l ~ c  Lan. I W S S )  111 intcsstatc commerce or undes appropriate State statutes in intrastate 
conmrnerce. 

COMMON CARRIER. Priixte-sector supplier of air. ~ r ~ i l ,  bus. or ship transportat~oii 
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COMMUTED RATE. A price rate used for HHG transportation and temporary storage. It includes costs of line- 
haul transportation, packing. crating, unpacking. drayage incident to transportation and other accessorial charges, 
and costs of temporary storage within the applicable weight limit for storage including in-and-out charges and 
necessary drayage. To get the commuted rates tables for transportation, storage. packing, unpacking, crating, 
drayage and other accessorial charges incident to transportation you must subscribe to the Professional Movers 
Commercial Relocation Tariff, STB HGB 400-(Series). See par. C5 160-D4. 

CONFERENCE. A meeting, retreat. seminar, symposium or event that involves attendee travel. Also applies to 
training activities that are conferences under 5 CFR 410.404. NOTE: This does not include regularlv scheduled 
courses of instruction conducted at a Government or commercial training facility. 

CONTINENTAL UNITED STATES (CONUS). The 48 contiguous States and the District of Columbia 

CONTINGENCY OPERATION. A military operation that: 

A ,  is designated by the Secretary of Defense as an operation in which members of the armed forces are or may 
become involved in military actions. operations. or hostilities against an enemy of the United States or against an 
opposing military force; or 

B. results in the call or order to, or retention on. active duty of members of the uniformed services under 10 U.S.C. 
4688, $12301(a), $12302, 612304, $12305. or 612400: Chapter 15 of title 10, or any other provision of law during a 
war or during a national emergency declared by the President or Congress. 

CONTRACT CARRIERS. U.S. certificated air carrlers that are under contract with the Government to furnish 
Federal employees and other persons authorized to travel at Government expense with passenger transportation 
service. This also includes GSA's scheduled airline passenger service between selected U.S. cities'airports and 
between selected U.S. and international citieslairports at reduced fares. 

(COKTRACTED) COMMERCIAL TRAVEL OFFICE (CTO). A commercial activity providing a full range of 
commercial travel and ticketing services for official travel under a contract andor  memorandum of understanding 
with the Government. 

*DEFENSE TABLE OF OFFICIAL DISTANCES (DTOD). The DoD standard source for worldwide distance 
information based on city to city distance (not zip code to zip code) replacing all other sources used for conlputing 
distance (except airplanes). For more infornlation refer to the DTOD website at l~ttp://dtodl.sddc.arn~~.mil. 

DEPARTMENT OF DEFENSE (DOD) COMPONENTS. The Office of the Secretary of Defense (including the 
organization of the Joint Chiefs of Staff). American Forces Information Service, Ballistic Missile Defense 
Organization. Defense Advanced Research Projects Agency, Defense Commissary Agency. Defense Contract Audit 
Agency, Defense Contract Management Agency. Defense Finance and Accounting Service, Defense Information 
Systems Agency, Defense Intelligence Agency, Defcnse Legal Services Agency, Dcfense Logistics Agency, 
Defense Prisoner of War!Missing Personnel Office, Defense Security Cooperation Agency, Defense Security 
Service, Defense Threat Reduction Agency. Department of Defense Education Activity. Department of Defense 
Human Resources Activity, Department of Defense Inspt.ctor General, the Department of the Army, the Department 
of the Air Force, the Department of the Navy (including the Marine Corps), Kational Imagery & Mapping Agency, 
National Security Agency/Central Security Service. Office of Economic Adjustments. TRICARE l4anagement 
Activity, Uniformed Services University of the Health Sciences. United States Court of Appeals for the Armed 
Forces, and Washington Headquarters Services. 

DEPENDENTIIMMEDIATE FAMILY. Any of the follow~ng named menibers of an eniployee's household at the 
time the employee reports for duty at a neu PDS or pe~t 'oln~s author~zecVapproved OCONUS tour R 4 T  or 
separation travel. 

'4. employee's spouse; 
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AEA 
AhlC 
AOR 
ATM 
BAH 
BAS 
CFR 
CMTR 
COL.4 
CONlrS 
COSTEP 
CSRS 
CTD 
CTO 
C W T  
DDESS 
DOD 
DODDS 
D O D L 1  
DOIiA 
DOJ 
DSSR 
DTOD 
D TR 
DTS 
E L M  
F (\M 
FEMA 
FEMI 
I T R S  
FHA 
FT'A 
FTR 
FTS 
FWS 
FL T.4 
FM'TR 
c;n 0 
GARS 
GBL 
GMR 
GOCO 
G S  A 
GSBCA 
CiTR 
HHG 
1-1 1-1 'r 
HOR 
IKC 
IRS 
rro 

DEFINITIONS 

PART IT: ACRONYMS 

Actual Expense Alio\vance 
Air Xdob111ty Coninland 
Area of' Iiesponsibillty 
Autoniateil reller llaclune 
Basic A l l o w x m  for IIousinp (formerly B A Q  and VHA) 
I3asic Allowance for Subsistence 
Code of  Federal Regulations 
Combmed Marginal Tax Rate 
Cost-of-Living Allowance 
Continrntal Unlted States 

w i n 1  Cotnmissloned Officer Student a i d  Extern Pro, 
(.'i\.il S e n x c  Retirement S>.stmi 
C'ivilmn 'Travel Detcrminat~on 
(Contracted) Conin icrcial 7'sai-el ( ) t'fices 
Hundred \\-eight 
rhmes t ic  1)cpendclit Elomentar> ~ n t l  Secondary School 
Department of' Dcfc.tise 
Departmwt of Def tme Ocpendents Schools 
D e p x t n ~ t m t  of Dcfi. nse Educat~on Acti\.it!. 
Defense Office of Iloaririgs and Appeals 
Department of  J u s t ~ z r  
I k p r t m e n t  of  Statt- Standardized Regulations 
Defetise 'I'ahle of  Of'ficial Distanccs 
Defe~ise Transportation Regulatiol~s 
tkl'ensc Travel System 
Essential I :nit M e s s ~ n g  
Foreign Affairs 14a1lual 
lqcdcral l * h x g e n c y  blanagcment :Igency 
Funded E n ~ . ~ r o n n ~ e l i t a l  and Llorali. I.ea\.e 
Federal Eniployees Retmment  S!,.;tein 
Federal Housing Xdminlstration 
Fol.eign Trmsfer Allowanzc 
Federal l.ra\.el Keg~ilatlon 
Federal Te lecon~mun~ca t~ol i s  Systcrn 
1J.S. Fish and WilLlliti- St.~-\,ice 
Fedcral l :nemploynient 'I 3.; .?illo\\ ancc 
1;rderal \Vlthholdin:r Lax Ratc 
General Accounting Office 
Cioves~ime~l~  Adm~rilstrati\ e Ratc Supplen~ent 
( jo t  emment Bill 01' I d i n ; ;  
Go, ernmelit >leal Hate 
Govr~-nrnent-On neti C'ontracror Operated 
General Sesvlces i1ciministratlon 
General Sel.vices Atiminis~rarlon I3oard of Contract Appeals 
Ciovel-nnient Transportat~on R c q ~ ~ c s t  ( S F  1109) 
kfousehold Cioods 
1Iousc.-liunti~ig 'Trip 
tlomc of 1it.cord 
Internal Kcvenue ('ode 
In te~na l  Re\wiue Service 
Installation l'raiispo~tation Ot'f'iccr 
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ITRA 
JFTR 
JTF 
JTR 
LWOP 
LM&IE 
MALT 
MALT PLUS 
MARS 
ME A 
MIA 
MOU 
MSC 
MTR 
NIST 
NOAA 
NTE 
NTS 
0 & M  
OCONUS 
OGE 
OMB 
OPM 
OSD 
PBP&E 
PCS 
PD 
PDS 
PDT 
PDTATAC 
PHs  
PIN 
PITI 
PLEAD 
PMR 
PO A 
POC 
PoC 
POD 
POE 
POV 
POW 
PRO-Gear 
PTA 
RAT 
RIT 
SEA 
"SDDC 
SES 
SIT 
SMA 
SR&R 
SROTC 
S SN 
STB 
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Income Tax Reimbursement Allowance 
Joint Federal Travel Regulations 
Joint Task Force 
Joint Travel Regulations 
Leave without Pay 
Meals and Incidental Expenses 
Monetary Allowance in Lieu of Transportation 
Monetary Allowance in Lieu of Transportation Plus Flat Per Diem (PDT Travel) 
Military Affiliate Radio System 
Miscellaneous Expense Allowance 
Missing in Action 
Memorandum of Understanding 
Military Sealift Command 
Marginal Tax Rate 
National Institute of Standards and Technology 
National Oceanic and Atmospheric Administration (Same as USNOAA) 
Not to exceed 
Nontemporary Storage 
Operations and Management 
Outside the Continental United States 
Office of Government Ethics 
Office of Management and Budget 
Office of Personnel Management 
Office of the Secretary of Defense 
Professional Books, Papers and Equipment 
Permanent Change of Station 
Per Diem Determination 
Permanent Duty Station 
Permanent Duty Travel 
Per Diem, Travel and Transportation Allowance Committee 
Public Health Service (Same as USPHS) 
Personal Identification Number 
Principal, Interest. Taxes and Insurance 
Place From Which Entered (or Called) to Active Duty 
Proportional Meal Rate 
Privately Owned Automobile 
Privately Owned Conveyance 
Point of Contact 
Port of Debarkation 
Port of Embarkation 
Privately Owned Vehicle 
Prisoner of War 
Professional Gear (also referred to as PBP&E) 
Prepaid Ticket Advice 
Renewal Agreement Travel 
Relocation Income Tax 
Subsistence Expense Allowance 
(Military) Surface Deployment and Distribution Command 
Senior Executive Service 
Storage in Transit 
Separate Maintenance Allowance 
Special Rest and Recuperative Absence 
Senior Reserve Officers' Training Corps 
Social Security Number 
Surface Transportation Board 



a. Contractors workmg under '1 cost rcinibuisement contract. and 

b. Contractors working for the Government at specific sites under special arrangements ~ v i t h  the 
contracting agency, and that ale \vholly Federally funded (e .g. ,  Government-owned. contractor operated, 
federally funded research and d t , \~ lopment .  or management and operating contracts). 

2. Contract Air Passen.cer ?'ranspo!.tation Practices. Use of GSA contract air passenger fares is governed by 
GSA's  contracts with the airlines 2nd by the Defense 'Transportation Regulation (DoD 4500.9-R). Part I. 
Chapter 103. As qf' Ocrohrr 1 ,  1998, m i k r  6'X.l '~ contracts ,for air passenger transportation services, 
contractors are ttot eligible to I I S P  G;YA'.s contracat city-pair firre\. ITAs must trot he issrred,for Contractors at 
the Goverwme~rt contmct ,fixre, nor sho111ri c ~ ) n t r ~ c t o r  t r ~ w l  h~ issued on Go~~errrmerzt cetltral[). hilled 
~ccount s  at the Go~wrntnent co)ztrnc~r,fir~~. For more information contact: 

Servlces A c q u i ~ l t ~ o n  ( 'cnte~ (f ' (  XB) 
Federal Supply S e l ~  ~ c e  
General Services Admlnlstration 
Washington, D C  20400 
(703) 305-7261 

3 Discount Rail Service. AMTR.4K \oluntarily offers discounts to Federal travelers 011 official business. 
These discounted rates may be extended to eligible contractors traveling on official Government business. A 
contractor-issued letter of identificat~on IS requ~red (see subpar. 8 ) .  

4 .  Discount Hotel/Motel Practices. Several thousand lodging proi.~ders extend discount-lodging rates to federal 
travelers. Many cui-rently extend their discount u t e s  to el~gible  contractors tra\.eling on official Government 
business. A contractor-issued letter of ident~fication is required (see subpar. S ) .  For more information contact: 

GSA Travel and Transportation 9FB 1 - 1  ) 
450 Golden Gate .4venue, 4"' Flooi \I7 
San Francisco, CA 94 102 
(4  15) 522-467 1 

* 5 .  DoD Car Rental Practiczs. L)oI)'s Llllitary Surface Deployment and D~stribution Command (SDDC) 
negotiates special rate agreements with car rental companies a\,ailablc to all (iovcrnment employees while 
traveling on official Go\.ernrnent business So~nt .  car rcntal companies offer these discount rates to eliglble 
Govemnient contractors at the \.cn~lor's option. n .~ th  approplate identification k o m  the contracting DoD 
component (see subpar. X ) ,  For most inforination iontact: 

ilhlitary Surface Deployment m d  I )~ \ t i ibu t~on  ( onlmand 
ATTN SDDC-.L\Q 
Hoffman Buildmg 11, Room I O\ 3 5 
200 Stovall Street 
Alexandria, VA 22332-5000 
(703) 428-327011. DSN ( 3  12 )  32X 
ConlplalntsiDlscrepancles C Ialrm (-0.3) 428-q008 

6. Vendor Requirements. ' I l e  entity pro\iding the ser\.ice may require that the Go\.erninent authorized 
contractor furnish a letter of identitication signed by the authormng Doll  component's contracting officer. 
Paragraph 8 illustrates a standard 1cttc.r of'iclentification to request eligible Government contractors use of  travel 
and/or transportation discounts negotiated by the (io\.ern~iient. where a\.ailable. 
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7. Dol) Component Rcs17ons1biIities. 1)oD components should know which hotels and car rent:11 companies 
offer Government discount rates to Government contractors and ensure that their authorized contractors know 
lioa. to obtain t h ~ s  inforniat~on. This information IS provided to and published by several coniniercial 
publicat~ons including the Offic~al  Air l~ne Ci~~idcs  Official Tra\.eler (800) DIA1,-OAG. Innovata (800) 846- 
6732. and National Telecommunications (201)  028-1900. In addition. GSA contract Travel Management 
('enters (TMCs) and DoD's (Contracted) ('onimercial Tra\,cl Ofticcs (C'TOs) lia1.e this ~nfor rna t~on .  

All DoD components should circulate this information to contracting officers and to Government authorized 
contractors. where applicable. For more mformation contact: 

Kenita Townsend Now1111 
Service Acquisition Ccnter 
S e n i c e  Contracts Division (I:('XB) 
Crystal Ma11 114, Koom 500 
Washington. DC 20400 
(703) 305-7640 

8.  (_'ontractor Letter of Identification. 1101) components should furnish Government contractors with the 
t'ollo\vn~g identification letter, for presentation to ALI'I'RAK, hotel. motel, car rental firms a n d o r  use of  DoD 
facilities (when permitted) upon request. Jt sliould be noted. lio\\c\~er, that the vendors are ~ lnder  no obligation 
to extend the discounted Ciovei-n~nent rates to contractors \\,orking on behalf of tlie Federal Government. 
Lettcrs o f  iiierrtification/i~itr.od~rctiori rtzrrst riot coritairr N I Z J ~   mutit ti ti rig ir!fi)twiatiori/dntN or ill m y  )1wy he 
m a& to resern blr an o fficial travel r~ntirorii?ation. 

OFFICIAL AGENCY LETTERHEAD 

TO: Participating Vendor 

SUBJECT: OFFICIAL. TKAVEI, OF GOVERNMEN'I. CONTRACTORS 

(FULL NAME O F  TRAVELER), the bearer o f  this letter. is an employee of  (COMPANY N A M E )  n.11icli has a 
Goverilnient contract number (COU'TRACT T\;I;MBER) nith this agency. Go~~erriirrrrit c80ritr.(~ctor.s and 
Govcrrznie~tr contractor employees arc eligible,for Govcrrrnzerit C'oiitract City Puir air.firr.es. During tlie period 
of the con t~ac t  (GIVE DAT'ES). .\.Ll'fRAK. hotels ~notcls and rental car companies may clcct to provide 
transportation, lodging and rental cars to contractors and contractor cmployees at discounted rates ;pccified for 
(iovel-nment employees in Government contracts a n d o r  agrcements. AMTRAK, hotels~niotels and rental car 
companies, h o n w e r ,  are under 110 ohligat~on to extend the d~scolmted (;overnnicnt rates to contractors norking on 
behalf of tlie Federal Go\.ernrnent. 

SIGNATLiRE. T ~ t l e  and telephone number of C'ontractmg Officer 



APPENDIX E 

INVITATIONAL TRAVEL AUTHORIZATIONS 

PART 11: SAMPLE FORAM AT IN\'ITATIONAL 'TRAVEL AUTHORIZATION 

The sample format below may be used as a guidc (fhr all Serv~ces)  to prepare an ITA. Use ofthe sample,fornrat is 
I t  Ot 171 ~llldfltOr~'. 

INVITATIONAL TRAVEL AI'THORIZATION 

In suft ic~ent  time to arrlve at by 
I D d r )  

Sor approximately - _____ da1.s. I;pon completion. ).ou shall return to the point of  origin. 

You ase authorized to travel by: Ka11 !I Commercial Air Military A~rcra f i  Bus 
Sue below for travel by  Privately-Onned ('onveyance 

Thc author~zi~ig'order-issuing agent ha.; arranged T r a i ~ s p o r t a ~ ~ o n .  

Transportation tickets are included with this authorization. 
Transportation tickets shall be provided at a later date 

NOTE: PLEASE GUARD TRAlVSPORT,4 TION TICKETS CA KEFL'LL Y. However, if a transportrxtio~t ticket irt 
~~ourpo.s.sexsiorr is lost or stolen, J W I  must make nn inmediate report to the command sponsoring the travel. You 
are rpqiiireri to pay for a replacement ticket uttd will hc reinthurserl for the secotrd ticket, not to exceed the cost of 
the jirst ticket, ONLY AFTER the Goverrrment is ref~inded,for the lo.stlstolen tickets. You ntust return urtused 
trrxr~.s~~ortatiorz tickets with the trr~vel clairirs. 

You may arrange your transportatlon. The followins rules apply: 

You must arrange your transportatior~ with a (C'ontracted) C'onmerclal Travel Office (C'TO) when the contract 
n ~ t h  the CTO pernllts the CTO to arrange transportation fils travelers \vho are not Government enip!oyees. If 
you are in a foreign country. except fbr ('anadd ant1 Mexlco. you may use a travel office not under contract to 
the Cio~wnment  it' ticketing cannot be secured SI-om a branch office or general agent of an American-flag 
carrier. If you purchase transportatlon froni a travel office (travel agency) not under contract to the 
Government, reimbursement is l~inited to the Ciovtrnrnent's cost on a constructed bas~s .  for transportation that 
n ~ u l d  have been arranged h y  a ("TO IP a\.ailable. If the contract betlveen the Government and the CTO does 
not permit the (:TO to arrange transportatlon for tra\.elers \vho are not Go~.ernment  employees. rembursement 
4' , ( I I  t ra~sportat ion may not exceed the least esprnsi\ ,e coach class air acconm~odations unless othenvise 

permitted in JTR, par. ('1204-.-\. 

It 15 Doll pohcy that 111 L I S I I I ~  regularly scheduled all transportation. 
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(a) accommodations selected shall be the least costly unrestricted service that permits satisfactory 
accomplishment of the traveler's mission, and 

(b) United States carriers must be used for all commercial foreign air transportation if service provided by 
those carriers is available; otherwise reimbursement for. the cost qf transportation is not allowed. 

Effective 1 January 2004 
*n You are authorized to travel by privately owned conveyance (POC) as advantageous to the Goirernment. 
Reimbursement is at the rate of $0.375 cents per mile, plus the cost of necessary parking fees and bridge. ferry, and 
tolls incurred including per diem while in travel status under this travel authorization. 

You are authorized to travel by privately owned conveyance (POC) on a constructive basis. You would 
normally be authorized to travel by common carrier. Reimbursenlent is limited to the transportation cost by the 
usual common carrier mode, including per diem. 

Receipts: Ticket stubs are required to substantiate your transportation cost. Receipts are required for any lodging. 
Receipts are required for all items of expense in an amount of S75 or more plus any applicable tax. 

You are paid a per diem allowance to cover your expenses for lodging, meals, and incidental expenses. Room 
taxes at locations in the 50 states. District of Columbia, LiS territories and possessions and the Commonwealths of 
Puerto Rico and the Northern Mariana Islands are reimbursed separately. Koom taxes in foreign areas are included 
in the total lodging cost and are not reimbursed separately. While traveling in connection with this Invitational 
Travel Authorization, you are authorized a per diem equal to the daily amount you pay for lodging, plus a fixed 
amount for meals and incidental expenses. That amount is Ilmited to the applicable maximum amount prescribed on 
the Per Diem Committee homepage: http://www.dtic.tniI/perdienz/pdr.ates.html for the locality concerned. Even if 
your costs, particularly for lodging. are more than the applicable maximum per diem rate prescribed, only the 
maximum per diem rate is payable. (See JTR, Chaptel. 4. Part L f o ~  applicable rules.) 

Applicable Per Diem Rates: 
I I Maximum I Meal & Incidental I 

Locality I Lodging Rate I Expense Rate I Total Per Diem 
I I I 

You shall be paid an actual subsistence expense allowance (,4EA) for lodging and a per diem for meals and 
incidentals (M&IE). You are required to itemize your lodging expenses only. 

C] You are to be paid an actual subsistence expense allowance (AEA) for lodging and meals and incidental 
expenses (M&IE). You must itemize all your subsistence expenses. Subsistence expenses include lodgings; meals; 
fees and tips to waiters, bellboys, maids, porters: personal laundry. pressing, and dry cleaning (see NOTE beloto): 
local transportation (including usual tips) between places of lodging. duty, and places at which meals are taken: and 
other necessary expenses. You are to be reimbursed for the actual expenses incurred, but not to exceed the 
maximum amount authorized for the locality concerned as indicated below. (See JTR, Chapter 4. Part M for 
applicable rules.) 

Actual Subs~stence Expense Allowance (AEA) Autho~ized: 

I / h1ax1m~u-n AEA / Amount alloned for Meals & Incidental 
1 ~ o c a l i t v  1 Allowance / Ex~enses  if M&IE authorized on a ~ e r  diem basis. 1 
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d.  Jet Service: 'This factor gives preference to jets over propeller aircraft. A11 these factors are weighed 
against price and a best value decision is made. 

9. Why isn't every award for nonstop service? 

Even though nonstop service is heavily falzored, ~t is not alnays available or the best value. Some of the reasons that 
connect service IS awarded are as follows 

There is no nonstop carrier for a speclfic route. 

The nonstop carrier did not offer on the city-par Some carriers have so much traffic on certaln routes 
that they do not want the Governinent busmess for the route 

The nonstop carrier did not meet the minimum requirements as outlined in the RFP. For example, the 
nonstop flights might be too late ~t night to be beneficial for our Federal traveler. 

The non-stop carrier has offered an unreasonably high prlce 

The connect service carrier has offered a fare so lo\\ that it was the best overall value, even considering 
all the advantages of nonstop senwe.  

10. Can't GSA make a carrier add nonstop service'! 

No. Even though the City-Pair Program is huge, ~vith sales well over $ 1  billion per year, it still represents only 
about 2% of the airlines business. Unless the commercial traffic warrants it, a carrier nil1 not add a nen route or 
improved service levels for the Government. 

11. Can you require the airlines to offer smoke free international flights? 

GSA is buying a commercial service under the same tcrms and conditions as other buyers. Thus. GSA does not 
have the authority to require the airlines to offer smoke free flights. However, the Department of Transportation is 
working closely with the airline ~ndustry to encourage them to offer smoke free flights. There is an exception in the 
contract to the use of the contract carrier ~vhen smoking is permitted on the contract flight (see paragraph 5, above, 
last exception listed). 

12. Can I use a contract fare for personal travel'? What if the personal travel is being taken in conjunction 
with official government travel? 

KO. Use of contract fares is limited to official travel only. I f  personal travel is bemg taken in conjunction with 
official government travel, the contract thres cannot bc used for that portion of the trip that is personal. .VOTE: 
Gov't,filnded travel to and from RAT leave locations N I Z ~  when urrlered TDY while on leave is o[ficial travel and 
therefire contract fares may he ~rsed to andfrom this Icave location (see JTR, prrrs. C4162 and C444O for RAT). 

Example: 
Travel authorization states the ofticla1 ti-a\.el itinerary as. 
From: Atlanta. GA 
7-0: San Francisco, CA and 

Return to Atlanta, (;A 

C~ty-pair one-way contract fare from Atlanta, G,4. to San Franc~sco. C.4, is $25 1 uith Lnlted Airlines. Round trip 
totals $502 

For personal reasons, employee n m t s  to go to Chicago for several days resulting in the follo\ving: 
From: Atlanta, GA 
To: Chicago, IL 
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From: Chicago, IL 
To: San Francisco, CA and 

Return to Atlanta. GA 

Since the itinerary portion from Atlanta to Chicago and Chicago to San Francisco is for personal reasons. the 
traveler is not authorized to use the city-pair contract fares for these trip portions. Commercial fares are applicable 
to this trip portion with the maxinlum cost to the Government of'$251. The city-pair contract fare is applicable only 
to the trip portion from San Francisco, C.4, to Atlanta. GA. with United Airlines at $25 1 .  

NOTE: The traveler is resportsible for ally additiortal costs ruherz, for persortal convenience, a circuitous route is 
used or the traveler interrupts a direct travel route (e.g., by takitig an urlarithorized overnight en route). 
Reintburrernent in this case is lirnitrd to the transportatiorr cost b j ~  a usually travded direct route or1 an 
uninterrupted basis (e.g., 5502). 

13. Can I combine two contract fares to save money'? 

If there is a contract fare for the route, the answel is no If there 17 no contract fare for the route. the ans\\er is )es 

14. How do I know whether or not there is a contract fare'.' 

Contract fares are identifiable because they normally carry the fare designator YCA. You can ask your Travel 
Management Centcr (TLMC) or (Contracted) Conm~ercial Travel Office (CTO) or check on the iollow~ng city-pair 
website: httu:/~ub.  fss.psa.pov/ci@uair.~/. 

15. Why does the Government have to pay the Airline Passenger Kxcise tax? Isn't it exempt from taxes? 

The Federal Government is often exempted from state and local taxes. However, the airline passenger excise tax is 
a federal tax and the Federal Government is subject to it. 

16. I live in a city with multiple airports. W'hat is the rule regarding what airport I must use when traveling 
on official Government business? 

Traveleis can use the airport which best su~ t s  theii needs in c~tics nith multiple airports, unless othernise ptoh~bited 
by theii agency Ctties with multiple atrports tnclude. Chicago. D ~ l l a s  Fort Worth. Detroit, Houston. 1.0s Angeles. 
Neu York. San Franc~sco and Washmgton. DC 

17. The topic refers to a new program for F1'02. If fares ilre booked "early" the Gov't receives a discount to 
the normal City Pairs Fare. But my question is: How early is early? Thank you! 

We are encouraging the Government travelers to book their reservations es early as possible. Once you ha1.e decided 
that a trip is necessary, tlie reservation should be made. The earlier the reservation tlie better the chances are that 
you \\ill receive the additional savings (capacity control fases). 

For more information on GSA's Airline City Pairs Program, see the GSA website at 
http://nww. f s s . r r s a . ~ o ~ ~ / c i ~ p a i r / ,  oi coiitdct one OS the follon ~ i i g  PoCs below Phone access should be used orrly by 
those \I itliout access to the internet 

Ms. Linda L. Smith 
Contract Specialist 
(703) 305-7640 

Ms. Andrea Dnigle 
Contract~ng Officer 
(703) 305-6190 

*Mr Gene Lee 
Contract Spec~alist 
(703) 308-1618 
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s. Nat~onal Imagery and Mapp~ng hgcncy 
Attn: Adin~n~strative Office 
86 13 Lee H~ght\,ay 
[:airfax. V.4 2203 1-2 137 

t .  Vational Security Agency'C'cntral Security Service 
Attn: M6 
Ft. George G .  .Meade. MD 20755-6000 

u. Office of Economic Adjustments 
Attn: Adrmn~stlative Officer 
400 Army N a y  DI 11 e, Su~ te  200 
A~hngton. VA 22202-2581 

\ 'I'RICAKE Managenlent Act11 it? 

Rttn TMA Budget Office1 
51 11 Leesbu~g I'lke. Su~ te  8 10 
Falls Church. \'A 22041-3206 

t Un~formecl Sert ~ c e s  Uni \ers~t j  of tlie Health Sc~ences 
Attn Resource Management 
4301 Jones Br~dge  Road 
Bethesda. .MD 308 11-4709 

u Un~ted States Court of .4ppe,rls tot thc Ai-med Fo~ces  
41tn Clerk of tlie Court 
450 "E" Sheet, UW 
\ V d m g t o n ,  DC 20142-0002 

3. Army: 

a 1 or DA Staff and k ield Optrdtmg Ageni~cs  not specificall> listed A L 4  authority IS delegated to the 
a u t h o ~ ~ z ~ n g  order-issu~ng ofiic~al Pci>onncl assigned to the \ l a jo~  Arm) Commands (MACOMs) l~sted 
belo\% s u b n ~ t  Iequests to the a u t l i o ~ ~ t ~  l n d ~ ~ a t c d  i o ~  each VAC'OM (MACOW Commatlders t t a j ~  delegate 
AEA authorit?.. to the lurv~~st pimtic.ahlr~ I c ~ d ,  hut tlot hej,ottrl tire level of aitthorizing/order-issuing 
ojficial5. If ,M 1 C'O Z.1 trot li\tc~d thc Il,', 1 n r r t l ~ o r i ~ ~  has heen delegated to the authorizing/order-is wing 
ofjicial.) ; 

b Conlmande~ 4rnq Mdteriei ( orn~ndnci ( l \ I C )  Attn A\lC PE-P, 5001 E~seihower ,4 te  . Aleuandrla. 
C'4 22373-0001. Me\iage Addless ( D R I  \ L L S  ZhDRIA 1 ' 4  XMCPE-P , Telephone DSK 
'6'-551 1, Co~nnlerc~dl ( 7 0 3 )  Ol- - i i  I I 

* c  Headquarters. h l i h [ a ~  Surf,\cc L)eplo>rncnt u d  Ihs t i~but~on Command (SLIDC). Attn SDDCKM-F. 
Hoffman Building 11. Room 11!)67. 200 S t o ~ d l  St~eet .  ..\lc\andrla, \.'A 22332-5000. Message Address 
CDRSDDC AL EXAUDRIA \ 'A  SDDC'R\I-I . relcphone D'sS ( 3  12 1 325-2350. Commercial (703) 428- 
2350 

d C'ommmdel. Eighth U S .\irn) (L1S4L1GHTH). .4ttn FKCS, APO AP 96205-0010: Message 
Address. CI)RI3AFIGI-ITH SEOL'I. KOR FKC'S . Ielephone DSN 723-5211, 

c ( 'on~mande~ 1 S ..\rmy Infommation Systems Command (IJSAISC). 4ttn ASRM-F-MA. Fort 
Hudchuca. 47, X5Oll-5000. \lc.\age Idtires\ < DRI 54ISC I I HL'ACNI '('4 41  ASRM-F-VA , 
1 elephone DSh 879-0440. C o n r n i c ~ i ~ ~ l  ( i 3 0 )  5 Ah-0446. 
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f. Headquarters. U.S. Army South (IJSARSO). Financial Services Division, Attn: SORM, P. 0. Box 
34000. Fort Buchanan. PR 00934; 

g. Commander. Military District of Washington (MDW). Attn: ANRM-Z, 103 Third Ave., Fort McNair, 
Washington. DC 20319-5058; Message Address: CDRMD\J7 Lt'ASHINGTOK DC'iAXRM-Z-Ii; 
Telephone: DSN 335-2048, Commercial (202) 475-2048: 

h. Commander, U.S. Army Training and Doctrine Conlrnand (TIWDOC). Attn: ATRM-AT, Fort Monroe, 
VA 23651-5000; Message Address: CDRTRADOC FT MOSROE VA//ATRM/,'. Telephone: DSN (312) 
680-4221; Commercial (757) 788-4221; NOTE: Delegated to InsfnNotion and Major Subordinate 
Commanders with fnlfher delegatiorr autltorized. 

i .  Commander, U.S. Army Criminal Investigation Conlnland (USACIDC). Attn: CISP-RM. 601 0 6th St., 
Fort Belvoir, VA 22060-5506; Message Address: CDRUSACIDC WASHINGTON DC'TISP-RMiI: 
Telephone: DSh' 656-0194, Comnlercial (703) 806-01 94, e-mail address: CISP-RMP@belvoir,army.mil; 

J Conlrnander, C' S A ~ m y  Med~cal  Conu~land (MEDCOM), Attn MCRM-F. 2050 Wolth Rd , Fort Sam 
Houston. TX 78234-6000, Vleysage Addless CIIRLSAIISC FT SAM HOUSTON TX MCFW-F/ , 
Telephone DSh 471-8141. Conimercid ( 5  1 5 )  221 -8 I41 01 221-7298, 

k Commander. U S Army Pacific ( I  SARP IC'). Attn APRM-BAA. Fort Shaftel. HI 96858-5100, 
Message Addless CDRUSAPAC FT SHAFTER HI APRM-BAA , rclephone DSN 438-2710 01 438- 
2918. 

1. Commander. U.S. Army Special Operations Command (USASOC), Attn: AOFI-RM, Fort Bragg K C  
28307-5200: Message Address: CDRUSASOC FT BRAGG KC. 'AOFI-RM:,'; Telephone: DSN 239-2022, 
Commercial (9 10) 432-2022; 

m. Department of the A m y ,  A m y  National Guard. Attn: NGB-ARC, 11 1 S. George Mason Dr., 
.4rlington, VA 22204-1382: Message Address: C'SGB WASHINGTON DC'%GB-ARCi;; Telephone: 
DSN 327-7563, Conunercial (703) 607-7563: .VOTE: Delecyated to USPFOs. 

11 Conlrnander Deputy to the ( 'o~nnlande~, L S Aimy Centla1 Ident~ficat~on Laboratory. Hawall, 310 
Worchester A\enue, Hlckam AFB. HI 96853-5530 

3. Navy: 

a. Military Personnel: Authorizing'order-issuing officials: 

b. Civilian Employees: Heads of Activitics~comn~ands or their designees. 

4. .Marine Corps: 

a. Military Personnel: Aut11orizing:order-iss~lit~g officials: 

b. Civilian Enlployees: Heads of Activitm Conin~ands or their designees. 

5. Air Force: 

a Wing Commander or equivalent, who may rlelegrrte no lottvr. tlran the Groirp Commrindrr.; 
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1 .  Mandatory Policy. It IS DoD mandatory policy that trat elers use ava~lable CTOs to arrange official travel. 
lnclud~ilg transportation and rental cars. 

2 Senice  Regulations See DoD component S m  ice iegulat~ons for CTO use ~nformation. 

3. Failure to Follow Regulations 

a Cornmands/units are expected to take approprldte d impl~nary  actlon a h e n  travelers andlor 
author~zmg/order-muing officials fall to follon  he ~egulatlons concerning CTO use (see par T4005) 

b. Disciplinary action should be tbr ~villfrtl ~iolat ions and may be in the form of counseling (oral,u.ritten), 
o r  non-judicial action (uniformed personnel), 01- other personnel means (civilian employees). .Action must 
not be through refusal to reimburse. See par. '1 4025-A4 below tor exceptions \vhen reimbursement is not 
allowed. 

4 Reimbursement Kot .4llowed Re~mbursement h l l  not he allowed when the t r a~e l e r  does not follon the 
regulations for fore~gn flag car11er5 (see pdr P4025-(') 

B. Requirements 

1. When making travel arrangements. travelers should use the following: 

a. services available under a TMS (see Appendix A) ,  or 

b,  in-house travel offices. 

2.  .4ll travel arrangements must be made In accordance n ~ t h :  

a. DoDD 4500.9 iTransportation and Traffic Management) at hft/)://~veh?.wlt.s.o.sd.ntiV 
dodiss/directives/dir2. html; 

b. DoDI 4500.42 (ThD Passenger Transportat~on Reservation and Ticketing Services) at 
http://weh 7. whs.osd.mil/rlodiss/instrr~ctiotts/itzs2. html: and 

c. Service regulations. 

C. Foreign Ship or Aircraft Transportation. Transportation on foreign ships or a~rcraft shall not be 
authorizediapproved unless the conditions in par. '1'4060-01d are met (see also JFTR. par. U3125-C and JTR, par. 
C2204-B). 

D. Transportation Reimbursement 

1 .  CTO Available. When a CTO is available but the traveler arranges transportation though a non-contract 
travel agent or common carrier direct purchase, reimbursement is limited to the amount the Government would 
have paid if the arrangements had been made directl! through a CTO. 

2. CTO Not Available When the 40 cert~fies that a CTO mas IS not ava~lable to arrange transportation, 
reimbursement IS paid for the actual cost of the au tho~~zed  or approved transportation NTE the least expensive 
umestricted commercial coach fare that meets mlsslnn iequlrements 

T4030 GETTING THERE AND BACK (TRANSPORTATIOX ENTITLEMENTS) 

A. T w e  of Travel. The A 0  ma), direct t r~ \ . e l  by any niodt (e.2..  Cio\.ernnient or conmiercial air, bus, train) except 
the A 0  cannot require the traveler to use a personal or rental \.chicle for official travel. If a certain mode is directed 
and another mode is rrsed, the traveler. mr~y on113 rwrive transportation reimhrrrs~trient rip to the directed 
transportation mode cost. 

B. Commercial Transportation. The ( 'TO must ari-ange conmmerc~al transportation in accordance with law. 
Government policies, agreements and contracted rates uslng American flag carriers and coach acco~nmodations 
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whenever possible. The A 0  may authorize the CTO to arrange other than contract flights, or to arrange foreign flag 
carriers, or premium (but not first) class accommodations when needed to fulfill a documented mission requirement 
as specified in par. T4060-B1. Only the traveler's Service or Agency Headquarters may authorize reimbursement 
for first-class accommodations. 

Effective I January 2004 
*C. Rental Vehicles (Includes Aircraft). When use of a rental vehicle is authorized for official business by the AO, 
reimbursement is authorized for the rental costs. taxes and local assessments on rental vehicle users, liecessary gas 
and oil, landing and tie-down fees, and transportation to and from the rental facility (see JFTR, par. C4520 and JTR 
par. C4720). When possible, the CTO, per TRANSCOM policy. reserves a rental vehicle from a company that 
subscribes to the SDDC rental car agreement. Travelers arc riot reinrbiirsed for rental car insurance coverage 
purchased in the United States or its territories and possessions regardless of the vendor from whom the rental 
car is rented. Travelers are reimbursed for mandatory rental car insurance coverage required in foreign countries. 
When a compact rental car (the "standard" for TDY travel), does not meet requirements, the A 0  may authorize the 
size vehicle appropriate to the mission. Claims for damage to rental vehicles while being used for official business 
are reimbursable to the traveler or the rental car company, as appropriate, as n~iscellaneous transportation expenses 
if adjudicated as payable under the procedures set forth in the DoD Financial Management Regulation (Volume 9, 
Chapter 4) (found at website httn://1vww.dtic.mil/coni~troller/filt1~/3 (or appropriate Senrice regulations for the non- 
DoD Services). Reimbursement for personal funds for damage sustained by a rented automobile while being 
used on other than official business is not aullzorized. 

D. Government Transportation 

1 .  The T O  arranges international government airlift under Air Mobility Command (AMC) contract/control. 
when it is available and satisfies mission requirements. 

2. The TO provides Government ground transportation. (Within the Navy, Government vehicles are obtained 
directly from the providers, normally Public Works.) Only use Government transportation for official business 
to go to and from: the TDY location. where the traveler IS staying, places to eat, and other places for comfort 
and health reasons. If it is used for any other purpose and the traveler has an accident, the traveler may have to 
cover the expenses and liabilities. Cse Government servicing for the vehicle whenever possible. When 
Government servicing is not available. the A 0  may authorize reimbursement of actual vehicle operating 
expenses. 

E. Private Vehicle. When a private vehicle use is approved by the A 0  as the best way for travel to be performed, 
rein~bursen~ent is authorized at the standard rate per mile for the type of vehicle and the distance between duty 
locations or between home and TDY location(s). Reimbursement of parking fees, ferry fares, road, bridge and 
tunnel tolls for travel over a direct route is authorized. If the A 0  does not approve using a private vehicle and one is 
used anyway, reimbursement is authorized at the standard rate per mile plus reimbursable expenses but the amount 
is limited to the should-cost estimate of AO-approved transportation. In either case, reimbursement is only 
authorized for the driver. If reimbursement at the published rate does not cover expenses, or if there is no 
established rate for the type of vehicle being used, the A 0  may authorize reimbursement of necessary transportation 
costs incurred for uniformed personnel. For distance determination see JFTR, par. U2020 or JTR. par. C1065 
(DTOD requirements). 

F. Rest Stops. Normally, travelers are not required to travel during unreasonable hours at night. If the traveler is 
required to travel during normal sleeping hours, or the scheduled flight time including stopovers and plane changes 
exceeds 14 hours and the traveler is not authorized first:l~usiness-class accommodations, the A 0  may authorize a 
rest stop en route or a rest period at the TDY location before reporting for duty. Schedirled,flight time is the time 
between the scheduled aircraft departure from the airport serving the PDS/TDYpoint and the scheduled aircrafi 
arrival at the airport serving the TDY point/PDS. Rest stops shall not exceed 24 hours. NOTE: A traveler is 
disqualified from using busirtess-class accommodations at Government expense i f (a)  a 'stopover' en route is an 
overnight stay, (b) a rest stop en route is autlrorized, or (c) an overnight rest period occurs at the TDY location 
before beginning work. 

G Insurance Coveialze in Foreign Areas The A 0  may authoiize leimbursement for additional insurance coverage 
in foreign areas for a rental, Go\ ernment, or prn ate kehicle used fox official travel 

H. Allowable Travel Davs. The number of days allowed for travel is determined by the mode of travel. For travel 
by commercial air, one day is allowed in CONUS and within overseas areas. For travel between COXUS and 
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19 s ~ m l a r  travel related expenses AOTE: Do not reimburse mission-related or personal cxperzw which 
include batteries, tools, film, gifts for child carp, Irous~~ care, pet care, lzotel concierge, or workorrt roont/mm 
fees. and 

Effi?ctive I Januarjl 2004 
*20. any per-day adni~nrstratrve fee called for by the SDDC' rental car agreements. 

F. lielmbursement fol Tiavel Expenses at the I'DY I oc'lrlon 

1 .  Reimbursement is authorized for necessary travel cxpenscs at the 1'I)Y location. 

2. Use of a Government veh~cleispecld con\ eyancc. 15 Imlted to officlal purposes such as transportatlon to and 
from (65 Comp. Gen. 253 (1986)) 

a. duty sites, 

b .  lodgings. 

c .  dining facilities. 

d .  drugstores, 

e .  barber shops, 

f. places of  worship. 

g. cleaning establishments. and 

11. similar places required fbr the traveler-'s subsiitence. health or comfort. 

3. If a Government vehicle,'special con\zeyancs is not authorized. the traveler is entitled to reimbursement for 
necessary public transportation costs. 

4. If private vehicle use is authorized. relmbursenient is the automohlle mileage rate times the miles driven for 
the necessary travel around the TDY location. 

5. Travelers must note the required miles drivcn. 

T4045 TRAVEL ENTITLEMENTS FOR RESER\-E C'OhlPONEST PERSONNEL (48 Comp. Gen. 301 
(1968)) 

A. General. This paragraph applies to Reserve Component personnel on active/lnactlve duty under orders that 
provide for return home. For travel of cadets and midshipmen. applicants and members of  the Senior Resenre 
Officers' Training Corps (SROTC),  R e s e n e  travel for medical and dental care, members of the Ready Reserve on 
muster duty. retirees called to active duty and active duty for t ra in~ng to~ri-s of 20 or more rveeks at one location 
(except as noted in par. 112146). see par. 1:- 150. 

B. Inactive Dutv Training. Reserve Component personnel comrnlt to an obligation to participate in 48 scheduled 
training periods (inactive duty training (ID T )  unit drills) a year. Services have different terms for these drills, such 
as unit training assemblies, or weekend drills. Inherent In this obligation is the travel between the member's home 
and the location where the member normally performs "tirill" ( the armory, reserve center. assembly location. etc.). 
They receive no reimbursement for that cc~mmute. f-or piirposes of this subpal-agraph. Assigned I.'rtit is a reser1.e 
member's designated post of  duty and TDl' Stcrtinn is a11 aitcrnate sire outside the local commuting area (see par. 
U3500) of  the member's assigned unit or lionie. 

1. 'Travel from Home to Assigned Unlt or Alternate Slte ir7.ocal Commuting Area. There is no entitlement to 
tra\.el and transportation allowances The n~ember  may he a i i t h o r ~ x d  reimbursement under par. 7'4040-F for 
transportation expenses in and around the unit. slte. \t'hen the member tra\.els between home and an alternate 
site. the member is p a d  mileage. for thi. 0 x c  that e\<eeiis tllc diit:rnce from home to the assigned unit. 
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2. Travel from HomeIAssigned Unit or Other Location to TDY Station. The member is entitled to allowances 
in par. T4040 and par. T4030, limited to travel cost from the assigned unit. 

3. Travel from a Location Other than HomeIAssiened Unit to an Alternate S ~ t e  within the Local Commuting 
&. There's no entitlement to travel and transportation allowances; however, the member is paid mileage for 
the distance traveled limited to the distance from the assigned unit to the alternate site less the distance from 
home to assigned unit. 

C. Travel for Annual Training (AT). For AT travel. members are entitled to payment for 1 round trip between 
home and the AT site under par. T4030. If the AT is performed in two or more separate tours. the A 0  may 
authorize round-trip transportation for each tour. Per diem is payable under par. T4040-A for travel days to and 
from the AT location, unless the member commutes daily or the A 0  determines the member can commute. 

D. No per diem is payable to: 

1. Reservists at an AT site when both Government quarters and meals are available, but the member is 
entitled to reimbursement for the Government quarters charge If Government quarters and/or meals are not 
wallable, per diem IS payable under par. T4040-A: 

2. Reservists on active duty without pay; 

3. Newly enlisted members undergoing training nhen both Government quarters and meals are available: 

4. Public health service Officers called to active duty for Commissioned Officer Student Extern Program 
(COSTEP); 

5. Reservists who commute daily or A 0  determines members can commute except for entitlement under par. 
T4040-C if required to remain at the place of duty overnight outs~de the home's city limits; 

6. Reservists on inactive duty training except when duty is performed at a location other than the assigned unit 
(designated post of duty includes training duty station, drill site and city where located) or local area (see par. 
U3500) of the assigned unit or home. If required to occupy transient Government housing, reimbursement for 
actual lodging cost is authorized; 

7. Standby Reserves voluntarily performing tvithout pay. 

E. When a Reserve Component member is ordered: 

1 .  to schoolhouse training, par. T4030 applies for transportation entitlement and par. T4040-B for per diem 
entitlement; 

2. to deploy, to be one of personnel traveling together under orders directing noilimited reimbursement, on unit 
travel, field duty, or at sea training. par. T4040-C applies for per diem entitlement for periods under 20 weeks. 
Par. T4030 applies for transportation entitlement; 

3, to active duty for any other purpose for less than 20 weeks. per diem entitlement IS determined under 
business travel rules in par. T4040-A, and transportation entitlement under par. T4030: 

4, to active duty for other than training for 140 or more days (20 or more weeks) because of unusual or 
emergency circumstances or exigencies of the Service and the Secretarial Process authorizes per diem, per diem 
is determined under the business travel rules in par. T4040-A (or deployment rules in par. T4040-C), and 
transportation under par. T4030. 

F. Funeral Honors Duty. Members of the Reserve Components who perform fimeral honors in a funeral honors 
duty status (under 10 U.S.C. $12503 or 32 U.S.C. 4 1  15) at a location 50 or more miles from the member's residence 
are entitled to travel and transportation allowances as for business travel under pars. T4030 and T4040-A & T4040- 
D. 
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APPENDIX S 

AUTHORIZED FERII, LOCATIONS/DESTINATIOIVS 

The following are authorized FEMI. locations:destinatio~~s fiw members (and their rlrprndents) and, qffective 2 
Riovemher 2002, for civiliatz emplo+yees arid their deperrdents: 

I [ o n m a n d  I Authorized / Recertification Due / 
Authorized FEiML Location 

Albanla. T~rana  

Argentina 

Armenla. Yerevan 

Region 
European 

Australia. iilice Springs 

Australla. Exmouth 

Southc~ 11 

r ulopcan 

Australia, Learmonth 

Azerba~jan. Baku 

Bahram 

Bangladesh 

Destination 
F I ankfiu t 

Pac~fic 

Pac~fic 

Barbados 

Belarus. ,Minsk 

Date 
i 
i 

I Jrrtlrtaty 2003 / 
\11an11 

Frankfurt 

Pacific 

European 

Central 

1 ' 2~1f i~  

B e h e  

Bohv~a  

30 Aprd 2005 

30 A p l ~ l  2005 1 
IIonolulu 

Pe r~h  

Southel n 

Eul opt"i~i 

Botswana. Gaborone 

Brazd 

31.4 lrgrrst 2003 

31 .4ugust 2003 

Pert11 

FrankfLrt 

Frankfurt 

I Ionolulu 

Soutl~ern 

Southern 

Bulgaria, Sofia 

Burma 

Cambodia, Phnom Penh 

Cameroon. Yaounde 

31 Auglrst 2003 

3 1 July 2005 

3 1 October 2004 

31 August 2003 

Ll1an11 

I rankfu~t 

European 

Southern 

Canada. I3ritish Columbia, Masset 

Chad, N'djamena 

Chile 

China, Beijing 

30 Apr~l  2005 

30 Aprd 2005 

\11an11 

M ~ a r n ~  

European 

Pac~lic 

I'aci tic 

Columb~a 

Costa R~ca .  San Jose 

-30 Aprd 2005 

30 Apr~ l  2005 

FI ankfust 

\ T I ~ I I I I  

I 

Atlant~c \'ancourw 

Croat~a. Zagieb 

Cuba, Guantanamo Bay 

;*Cuba, I-Iavana for Coast Guard 

Djibout~ Central Frankfurt 3 1 October 2004 

Dormn~can Repubhc Iliami ? O  Apr~ l  2005 

3 1 March 2005 

30 A p r ~ l  2005 

E~~sopean I I'rankfurt 30 April 2005 

Frankfurt 1 3 1 March 2005 I 

E ~ ~ r o p r a l ~  

Southern 

Pacific 

Sou!lier n 

sou the^ n 

Ei~iopean Frankfurt 3 1 hlarch 2005 
- 

Southel n 1 Tackwnx 11le 7 I December 2004 

L '  18 December ZOO5 

/Cyprus, N ~ c o s ~ a  

i~ernocrat lc  Repubhc of Congo. Kmshasa 
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Honolulu 
- 

Honolulu 

L l ~ a m ~  30 April 2005 1 

\11am1 3 1 March 2004 

I uniformed members onlv 1 I 
~ o e n  Flankfurt 3 1 March 2005 

iuropean Frankfu~ t 30 A p ~ d  2005 

31 .4lrgust 2003 

31 :llrg~tst 2003 

i Frankfurt 

I l l a m  30 April 2005 ~ 
Honolulu 31 Augrrst 2003 ~ 

I 30 April 2005 
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[ ~ c u a d o r  I Southern / Miami 30 April 2005 

Q Y P ~  
El Salvador 

Eritrea, Asmara 

Eston~a. Tallinn 

Central 

Southern 

Ethiopia; Addis Ababa 

Fiji 

Central 

European 

Gabon, Libreville 

Georgia. Tbilisi 

Frankfurt 

M ~ a r n ~  

Central 

Pacific 

Ghana, Accra 

Greece, Athens 

Greece. Larissa 

Greenland, Thule * 

- - -. 

3 1 Octob& 2004 

30 Aprrl 2005 

Frankfurt 

Frankfurt 

European 

European 

Guatemala 

Gumea, Conakry 

Guyana 

Halt1 

3 1 October 2004 

3 l March 2005 

Frankfurt 

Honolulu 

European 

European 

European 

European 

Honduras 

Hong Kong 

3 1 October 2004 

31 Arrgtist 2003 

Paris 

Frankfurt 

Southern 

European 

Southern 

Southern 

Ind~a,  I iew Qelhi 

Indonesia 

-7 1 October 2004 

3 1 March 2005 

Frankfi~rt 

Frankfurt 

Frankfurt 

Balt~more 

Southern 

Pacrfic 

Israel, Tel Aviv 

Ivory Coast, Abidjan 

30 April 2005 

3 1 \Idrch 2005 

3 1 March 2005 

3 1 March 2004 

Miami 

Par IS FI a n k f ~ r ~ t  

M ~ a n i ~  

M~anir 

Pac~fic 

Pacrfic 

Jama~ca 

Jordan 

30 April 2005 

-3 1 January 2005 

30 4pr11 2005 

30 4pr112005 

Vl I a nil 

IAS Angeles 

European 

European 

Kazakhstan, Almaty 

Kenya 

30 iZp111 2005 

31 Aug~r\t 2003 

IJonolulu 

Honolulu 

Southern 

Central 

Kuwait 

Kyrgyzstan, Bishkek 

31 .41rgrrst 2003 

31 August 2003 

Frankfurt 

Frankfurt 

Frankfurt 3 1 October 2004 

Central 

Central 

Latvia, Riga 

Lithuania, Vilnius 

3 1 March 2005 

3 1 hlarch 2005 

Central 

Central 

Macedonia, The Former Yugoslal la 
Republic of Macedonia, Skopje 
; ~ a l a y s i a ,  Kuala Lumpur 

FranLfurt 

Frankfurt 

European 

European 

Mali, Bamako 

Marshall Islands, Majuro 

Mex~co  
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3 1 October 2004 

-7 1 October 2004 

Frankfurt 

I.'rankfi~rt 

Eulopean 

Pac~fic 

.Moldova, Ch~snau 

Mongoha. Ulaanbaatar 

3 1 October 2003 

3 1 October 2001 1 
Frankfurt 

Frankfurt 

European 

Pacific 

Southern 

April 2005 

31 March 2005 / 
TI ankfurt 

Sqdney 

Luropean 

Pac~fic 

3 1 Maich 2005 

31,4upst 2003 

Frankfurt 

IIonolulu 

San Anton10 

30 April 2005 

31 Arrpr~t 2003 

30 4p111 2005 

FI anhfurt 

San F ~ a n c ~ s c o  

10  ,4p11l 2005 

31 Atrprt  2003 
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Morocco, Rabat 

Mozambique. Maputo 

Namibia, Windhoek 

Nepal. Kathmandu 

Nicaragua 

Niger. Niamey 

Nigeria, Lagos 

Oman 

Pakistan 

European 

finropean 

European 

I'ac~fic 

Southeni 

Panama 

I Paragua) 

Poland. K'arsaw F'rankfiirt It Zlnlch 2005 

Qatar FI a ~ k t u r t  3 1 O ~ t o b e r  2004 

European 

European 
- 

('entral 

( 'entral 

Peru 

Phihpplnes, Metro Manila 

Frankfurt 

Frankfurt 

Frankthrt 

t Ionolulu 

Mian11 

Southern 

Southern 

3 1 \larch 2005 

3 1 klarch 2005 

-30 April 2005 

7 1 I)ecernher 2004 

30 April 2005 

Frankfurt 

Frankfiirt 

Frankturt 

Frankfurt 

iout lw-n 

i'ac~fic 

- ~- -- 

/Syria, Damascus Frankfurt , -3 1 .\larch 2005 

Il'anzania. Dar Fs Salaam European Frankfurt 30 Aprll 2005 

.: 1 \larch 2005 

3 1 March 2005 
1 

3 1 October 2004 1 
3 I October 2004 / 

\11am1 

h11ani1 

Romania, Bucharest 1;rlropean 

S~ngapore  I'ac~fic 

South A f r ~ c a .  Pretor~a 1 uropean 

3 0  Q p r ~ l  200.5 

70 4prll2005 

M l a m ~  

llonolulu 

Frankf~n-t 

Frankfurt 

Frankfurt 

Frankfir1 

Frankfurt 

Frankf~irt 

Russia. btosco\{. 

5 idne)  I1 A I I ~ I N  2003 / 
F ~ a n k f u ~ t  j 7 1  \larch 2005 

ITrinidad and Tobago Southern 7 0  A p r ~ !  2005 I 
I i 
j ~ u n i s i a .  Tunis 3 1 \larch 2005 

30 \pril 2005 1 
31 Airgir\t 2003 

-- - 

3 1 \larch 2005 

3 1 March 2005 

30 ,2pr i  2005 

3 1 Octoher 2004 

30 April 2005 

3 June 2005 

European 

P 

SI  1 Lanka. Columbo I'ac I tic 

Suriname Southern 

iTl ia~lmd,  Bangkok I'ac~fic 
I 

i l 'ha~land. Chiang Mai I'acitic 

Turkey. Ankara Franktilrt 3 0  April 2005 
1 

Turkey, Izmir 
1 

1 J N I I I I N ~ ) '  2003 I 

Rwanda.  Kigali I European 
I 

Saudi Arabia I ('entral 

Senegal. Dakar buropean 
1 

Serbia and Montenegro, Belgrade I European 

I ionolulu 31 .-l lrglrst 2003 

Honolulu 4 3 I . l ugu st 2003 

/Turkmenistan, Asllgabat ('entral Frankfurt 3 1 October 2004 

liganda, Kampala I i u r o p n  30 X p r ~ l  2005 

IUkraine. Kiev 3 1 \larc!i 2005 ~ 

/~rzbekistan.  Tashkent ( 'entral Frankiiirt 7 I October 2004 

Change 2071161 
3/1/04 



l~enezuela  I Southern I Miami 30 April 2005 

Vietnam, Hanoi 

Yemen 

* Exception to the 24-month tour requirement approved by ASD(FMP) on 18 March 2002 memo. 

Zambia, Lusaka 

Zimbabwe. Harare 

Change 2071461 
3/1/04 

Pacific 

Central 

European 

European 

Honolulu 

Frankfurt 

31 August 2003 

3 1 October 2004 

Frankfurt 

Frankfurt 

3 1 October 2004 

3 1 March 2005 






